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ABSTRACT 

The Career Assessment and Placement Center is a 
school-to-adult-life transition program which provides vocational and 
independent living services to individuals with physical, mental, or 
emotional disabilities. A set of five manuals was prepared to assist 
in developing services similar to those provided by the Center. The 
"Operat ions". manual contains information on establishing goals, 
obtaining funding, developing programs, and avoiding potential 
pitfalls. "Career Education/Transitional Programs" focuses on 
curriculum content, policies and procedures, and selecting and 
creating instructional materials in the areas of career education, 
wort adjustment, preparation for wort, and independent living skills. 
"Vocational Counseling" emphasizes coordinating and monitoring a 
student f s progress through the Center, providing vocational 
counseling and guidance to students, and training in job-seeking and 
job-keeping skills when necessary. "Vocational Evaluation" assesses 
students 1 employment interests and capabilities. "Job Development and 
Placement" outlines how to establish community sites for career 
exploration, situational assessments, job training, and job placement 
and follow-up. Each manual contains samples of letters and forms 
developed by the Center, goals and objectives of the services, and 
brief descriptions of the Center f s successful experiences and the 
problems it encountered. (JDD) 



********************************************************************* 

* Reproductions supplied by EDRS are the best that can be made 

* from the original document. 

********************** *********************************************** 






t^This document Das been reproduced as 
received from (he person or organization 
oriQineting it 

O Minor changes have been made to improve 
reproduction Quality 

• Points of view or opinions stated in this docu- 
ment do not necessarily represent official 
OERI position or policy. 






"PERMISSION TO REPROOUCE THIS 
MATERIAL HAS BEEN GRANTEO BY I 



TO fHE EDUCATIONAL RESOURCES 
INFORMATION CENTER (ERIC)." 



Whittfer Union High School District 
9401 South Painter Avenue 
Whittier, California 90605 
(213) 698-8121 

CAREER ASSESSMENT AND PLACEMENT CENTER 



OPERATIONS 

DISSEMINATION MANUAL 



PREPARATION OF THIS MANUAL 

WAS SUPPORTED BY 
OSERS GRANT NO. G008430105 



MARCH, 1988 



TABLE OF aCNIBUS 



Title page 

• 

WHAT IS THE CAREER ASSESSMENT AND PLACEMENT CENTER? 1 

PURPOSE OF THIS MANUAL 1 

PflUCSOPHICAL POINT OF VIEW/ESSENTIAL COMPONENTS PCR SUCCESS 1 

STARTING A PROGRAM. 2 

OVERVIEW OF d .aXSIIM REQUIREMENTS . 3 

FUNDED' A PROGRAM 4 

MANAGING CHANGE 4 

STAFFING PATTERNS , 5 

DEVELOPING A REIATICNSHIP WITH LOCAL DEPARTMENT OF REHABILITATION. ... 5 

INSURANCE COVERAGE FOR STUDENTS 6 

TRAINING INCENTIVE STIPENDS 7 

PUBLIC RELATIONS 7 

PITFALLS TO AVOID 8 

CONCLUSION 9 

APPENDIX i 10 



ii 

ERIC 



OPERATIONS 



Hat Is TbB Career asset art And Haoent Goiter (CMC)? 



The Career Assessment and 
Placement Center (CAFC) is a 
joint effort of the Whittier 
Area Cooperative Special 
Education Program, and the 
Whittier Union High School 
District. Started in Deoenfeer, 
1979, the Center provides 
vocational and independent 
living services to individuals 
who have been diagnosed as 
having a physical, mental, or 
emotional disability, who have 
minimi self-care skills, and 
v4io are junior high school age 
or older. 

Housed on one site, CAFC 
provides a comprehensive 
transition program which 
includes the following services: 
Vocational Counseling; 
Vocational Evaluation; Work 
Adjustment; Independent living 
Skills; Preparation for Work; 
Job Develc^nenVPlaoenient^ and 
Caraer Education. Recognizing 
that such a program is ideal but 
not always possible, CAPC 
stresses that it is not 
necessary to provide all the 
services listed above in order 
to begin a school-to-adult life 
transition progr a m. Any of 
these services could function 
i ndependen tly or in conjunction 
with one or two other services 
and could be provided by the 
same service provider (i.e. 
teacher) , or in coop e ration and 
coordination with other service 
providers (i.e. teacher, 
counselor, psychologist) • 
Likewise, any of the CAPC 
manuals can be used 
independently or in examination 
with others. 



BmasBB of Bris t^tiI 

The purpose of this manual is to 
provide assistance and direction 
to .anyone who might be starting 
a new transition program. 
Whether this person is an 
administrator, teacher, 
counselor, etc., the information 
provided will be valuable in 
helping to set goals, obtain 
funding, develop a progr am , and 
avoid pitfalls along the way. 
The manual could also be used to 
assist administrators 
responsible for such a p ro g r am . 
For example, if a teacher were 
respo n sible for developing the 
p ro g r a m, this manual would be 
helpful not only to the teacher 
but also the responsible 
administrator. 

Visitors frequently come to CAPC 
hftnause they have been given the 
responsibility of starting a 
transition program in their own 
district • Much of the 
information in this manual is in 
response to the inquiries which 
have been made by these many 
visitors. 

Philosophical Point Of 
v iWi^P^]>l. fTT^ rats Far 

SdOOBflB 

To develop a successful 
transition program , educators 
need to digress from two areas 
of traditional thinking. The 
first being the notion that 
education should take place in a 
classroom. Since disabled 
students ' frequently have 
difficulty generalizing 
knowledge from one situation to 



CAPC TRANSITION MODEL 



r :— — 



VOCATIONAL 
EVALUATION 



SCHOOL/DEPARTMENT OF 
REHABILITATION 

REFERS 
STUDENTS/CLIENTS* 



CASE MANAGER 
Frequently Vocational Counselor, But 
May Be Other Staff Member 



PREP FOR WORK 
WORK ADJUSTMENT 
INDEPENDENT LIVING SKILLS 
(Mobility Training, Domestic-Etc. ) 



JOB DEVELOPMENT 
AND 
PLACEMENT 



REFERRAL TO 
DEPART. OF REHABILITATION, 
REGIONAL CENTER, COMMUNITY 
SERVICES, ADULT SERVICE 
PROVIDERS 



*In the manuals, all 
individuals served. by 
CAPC are referred to 
as students. § 
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COMPETITIVE EMPLOYMENT 
•SUPPORTIVE EMPLOYMENT 
INTEGRATED SHELTERED WORK ENVIRONMENTS 
(i.e. Work Crews/Enclaves) 



FOLLOW-UP 
1 - 2 YEARS LATER 



another, it is unrealistic to 
teach vocational and independent 
living skills in a classroom and 
expect students to generalize 
these skills to their home 
community, if a transition 
program is to be successful, the 
community needs to be the prime 
resource for education, 
providing real-life, "hands-on" 
experiences for students. CMC 
cautions that while it is 
believed that comnunity exposure 
is, essential, it is also 
recognized that students have a 
continued need for the peer 
interaction provided by the 
school setting. 

the other traditional viewpoint 
which must be altered is 
thinking of students as children 
rather than seeing them as 
developing into adults. This is 
p articul a rly true with special 
education, students who some 
think of as being children 
forever. Even for those who do 
see. students as developing 
adults, they sometimes think 
that once they reach adulthood 
they became someone else's 
responsibility. This is far 
from true. It is the school's 
responsibility to provide direct 
services to students until they 
graduate or are 22 years old and 
beyond in seme cases. It is 
also the responsibility of the 
school to prepare students to 
function independently as adults 
to the greatest extent possible. 
These ideas need to be built 
into the system from elementary 
school on up. 

fftartilTT A Program 

If you are starting a transition 
program where none has 
previously existed, the 
following suggestions will 
provide a guide: 



it Who are the decision makers? 
It is Important to identify 
those individuals who are in a 
position to make decisions about 
initiating a new p r o gram such as 
this. A lot of time can be 
wasted talking to the wrong 
people. Who has contro l of the 
"purse st ri ngs"; who really 
makes programmatic decision — 
the Board or Administration-- 
and if it is the Board, what 
administrators have the most 
influence and credibility?; what 
parents or parent groups are 
influential in programmatic 
change? 

Zx Get them thinking beyond he 
classroom — The need ror 
catnunity-based education must 
be made apparen t to those in 
decision-making positions. 

It Identify the need — Specify 
the need for this p rogram in 
your school , community, 
district, etc., by asking 
questions such as: 

-How many individuals 
could benefit and have 
improved opportunities for 
becoming self-sufficient, 
contributing members of 
their community as a 
result of such a 
transition progr a m? 

-What are present 
resources? To what 
extent, if any, are these 
needs already being met 
and by whom? (Fiscal, 
staff, space, materials, 
etc.) 

-What are neighboring 
schools doing? How are 
other schools within the 
community, district, 
region, etc., meeting 
these needs? Might it be 



possible to collaborate 
with these other schools? 
What are potential 
resources? Again, look 
beyond the immediate—- 
classroom, caucus, school, 
etc. 

-Is there parent interest 
in a transition p r ogram ? 

Ax Develop a plan — It is 
important to develop a plan that 
will fit the needs of your 
students given the current and 
potential resources available to 
you. The following are 
suggested steps in developing 
the plan: 

a* Set reasona b le goals 
and objectives — Don't 
try to be all answers to 
all people. 

fix Determine activities 
and timelines. 

fix Target a specific 
population by disability, 
types of clas s es, schools, 
etc. 

jL. Establish a measurable 
and realistic way of 
determining success, 
keeping in mind that this 
information may be used to 
obtain funding in the 
future. 

fix Design a preliminary 
budget. 

JL Someone needs the primary 
responsibility of coordinating 
the transition efforts and 
resources. 

£l Elicit parent support by 
asking them for input on 
developing the program. 

It. Establish community 
involvement by getting input 



frcm employers, service clubs, 
x existing vocational education 
( programs, and special education 

advisory committees. 

fix Don't be afraid to take 
risks. You have to accept that 
there will be failures and be 
willing to learn from mistakes. 

Ove rview Qf Curriculum 

For a transition program to be 
successful, career education has 
to start at an early age. 
Therefore, the progr am needs 
articulation with the elementary 
and junior high schools. There 
needs to be an infusion of the 
concept of developing a "worker 
Personality" in students. 

Curriculum should not be limited 
to learning about jobs. A 
transition program needs to be 
comprehensive, encompassing the 
total person and the skills 
he/she will need to live 
successfully on their own. The 
program should include not only 
education in areas directly 
related to acquiring and keeping 
a job, but also independent 
living skills and 
social/recreational needs. 

The curriculum needs to be 
functional and experiential with 
an emphasis on conraunity-based 
instruction. Students should be 
cut in the community involved in 
"hands-on" learning as much as 
possible. It can also be 
helpful to bring the community 
into the schools. 

The :CXBC model of a .transition 
program is very comprehensive. 
Mien setting up a new program it 
is not necessary to have the 
complete model. one or more 
parts of this program model 
could be used effectively. For 
example, one teacher in one 
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classroom could provide a job 
developmenVindependent living 
skills program that is a 
microcosm of CAPC. The 
following services are offered 
by CAPC: Preparation for Work; 
Work Adjustment; Career 
Education; Work/Vocational 
Evaluation; Job Development and 
Placement; Independent Living,' 
Transition; vocational 
Counseling; Orientation and 
Mobility Training. 



BBding h Pronrast 

CAPC suggests a number of 
possibilities for funding or 
help in locating funding. 

1*. Find out what other 
districts are doing to obtain 
funding Zdc such a p rogr a m. 

Zx look to district's General 
Fund for such expenses as rams, 
office equipment and supplies, 
maintenance, phones, utilities, 
etc. 

it JTPA provides funds for 
short-term job training. 
Drawbacks to be aware of 
include: performance-based 
contracts (a certain number of 
students must complete training 
and gain employment in order to 
receive the money), prime 
sponsors decide what the needs 
are, a great amount of politics 
and paperwork is involved. 

At Public law 94-142 provides 
funds for vocational training 
through Designated Instructional 
Service (DIS) . Also, vocational 
education is mandated as part of 
the IEP so funds should be 
available. Project Workability 
is a State/Federally funded 
program in the State of 
California which provides grants 
to districts for cosnunity-based 



vocational' training. Si mila r" 
p r o g r a m s may be available in 
other states. 

5a State Special Education 
Funds have monies earmarked far 
vocational education. 

£& Neighboring universities may 
have a transition grant to work 
with school districts. This may 
be a good "people" resource 
since the university may provide 
interns, or other students who 
need field work. 

It Grants for vocational 
education are available through 
the state and federal 
governnents. 

fix Vocational Education- 
Handicapped Funds are federal 
monies administrated by the 
state. 

2x Local agencies and employers 
may provide funds. Service 
clubs, businesses, large 
employers, Regional Centers, 
Department of Rehabilitation, 
etc. , could be sources of monies 
or services. 

In most situations, funds 
already exist in the school 
system for a transition progr a m. 
It is a matter of changing the 
educational philosophy and 
redirecting the resources from 
traditional, academically 
oriented in-class progr a ms to 
functional, life training, 
community-based pr o grams . 

Managing Change 

When establishing a new program 
such as this, resistance to 
accepting new concepts, 
procedures, or philosophies may 
occur, it is suggested that all 
school personnel involved need 
to develop ownership of the 
program. This will enable them 
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to be mar* aware of tte needs 
and be more supportive. Change 
needs to take place through 
collaboration rather than 
through authoritarian input. It 
in also important for the 
administration to provide 
support services and follow-up 
where necessary. The Band 
i s ueaixh study on change in 
education notes these strategies 
as being effective in managing 
change: 

lx Responding to a critical 
need recognized by many; 

Tlx. Support of top-level 
administration and local 
administration; 

It Involve participants in 
planning; 

4* Develop agreement on basis 
of philosophical thrust; and 

Sx Continuous and flexible 
planning with participants. 

Staffing Prtterm 

It is not always necessary to 
have certificated persons 
staffing vocational education or 
transition programs. Many 
positions can be filled by 
classified personnel. For 
example, the present director of 
CMC comes from a background in 
rehabilitation not public 
education. Classified people 
could fill other jobs such as 
job development and placement, 
vocational evaluation, 
technicians, etc. 

Whether classified or 
certificated, it is important 
that one person be assigned the 
responsibility of coordinating 
the program. Staff must then be 
provided with the necessary 
training and develop realistic 
goals and expectations for the 
program . 
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District policy on staffing 
needs to be established. Is it 
acceptable to the district that 
aides/technicians be out in the 
community supervising students 
by themselves? (See 
Enployer/CAPC Responsibility 
Form.) 

^ffvuimliw ft BslatimetiB rtnr 

It££Al Departm ent Of 

BefaofaUttatiflD 

Although the focus of this 
section is on the Department of 
Rehabilitation, it should be 
noted that some of the 
in for m at ion also applies to 
other agencies such as services 
for devel jpmentally disabled 
individuals (Regional Centers in 
California) , State Bsployrnent 
agencies, community colleges, 
rehabilitation agencies, etc. 

All states have a De par tment of 
Rehabilitation. These agencies 
receive 80 percent of their 
funding from the federal 
government. The Dep ar tmen t of 
Rehabilitation can provide 
vocational evaluation, 
counseling, and assistance with 
placem ent and funding. 

It is advantageous tc establish 
a positive working relationship 
with your local Depeu tment of 
Rehabilitation. This can best 
be accomplished b y acquiring 
some knowledge about the 
Department, approaching them 
with what you have to offer, 
involving them in planning your 
program, and by working out a 
written agreement. CAFC makes 
these recommendations for 
establishing a mutually 
advantageous relationship: 

It Understand the Dep ar tment's 
functioning and point of view. 

Ai counselors probably 
already have large 
eas el oa ris and limited 



budgets 

fat high school students 
are difficult to place in 
jobs and Department of 
Rehab i litation 
traditionally have not had 
good succ ess with this 
peculation 

£Ll counselors are 
evaluated on success and 
success is determined by 
how many students get 
employed and stay employed 
for 60 days 

2x Spend tine understanding how 
your local office of 
rehabilitation works. 

3L determine who makes 
the decisions regarding 
who to serve and what 
services to provide 
) counselors, supervisor, 
district administrator?) 

hx in California, a local 
office can decide to work 
with hicfc school students 
or not to work with them 

c . the local 

rehabilitation office 
working with CMC starts 
working with 10th grades. 

Approach tto Department of 
Rehabilitation with what you 
have to of fir: 

It You can provide referrals 
(if they need them) . 

A*. good referrals with 
^oftential far enploymeirt:, 
i.e., you will get them 
ready for potential 
jqployment 

fet state any service that 
you can provide for the 
referral that 
rehabilitation would 



normally have to pay for 
(psychological assessment, 
mobility training, job training, 
etc.) 

it You can provide space for 
the rehabilitation counselor on 
the school site and they can go 
into classrooms. 

it Rehabilitation counselors 
may have access to students' 
school records. 

At You will provide assistance 
in facilitating the referral 
process by helping to fill out 
applications and. setting up 
medical examinations. 

Have the Department of 
Rehabilitation involved in 
inning your pro gr a m. 

it They may provide valuable 
iiput. 

it They may be more likely to 
provide servioas if they develop 
some "ownership" by 
participating in planning. 

It Finalize ar r ange m e nts with a 
memo of understanding (&ae 
example of agreement between 
CMC and the Department of 
Rehabilitation) . 

Insurance Coverage Bar student^ 

Mien establishing a hew program, 
explore your district's existing 
student insurance coverage and 
workers' compensation policy. 
This will enable you to 
determine if students would be 
insured when in the comnjnity or 
ad diti o n al coverage would be 
necessary for the type of 
program you are planning. 

At CMC, the district's student 
insurance covers students 
invwZied in any school s ponsored 
activity in the community. 



Therefore, CAPC students 
participating in field trips, 
evaluation, mobility training, 
etc. , would be covered by this. 
Students placed in job training 
sites ar* inured as «^qy«»; 
and aire covered by tbi 
district's worker*!' 
compensation. Oncft students are 
placed in jobs and are receiving 
a salary from the enployer, they 
are covered by the enplqyer's 
workers' ampensat io n . (See 
example of CMC's letter to 
e »pl oy e r s stating 
reeponsibil ities and copy of the 
insurance agreem e n t in the 
Appendix.) 



At CMC, some st u dent s are paid 
incentive stipends while 
receiving j ob training. 
Stipends are funded through 
Project Wbrkability (funded by 
the State of California to 
provide vocational training for 
handicapped students) , State 
Department of Rehabilitation, 
and a Federal Transition grant. 
These funds could be distributed 
in several ways. Students could 
be paid through the district as 
student workers, but this makes 
immediate reimbursement and 
varying rates of pay impossible. 
Another method of payment, is to 
have the employer pay the 
trainee and be reimbursed by the 
district through a voucher based 
on an agreement worked out ahead 
of time. 

CAPC pays trainees stipends 
through the adult school Student 
Body account because this allows 
then to pay students every two 
weeies and to pay at varying 
rates as an incentive (see 
Evaluation Form to determine 
payment in Appendix) . The 
student's pay rate for the two- 
week period is based directly on 
his/her work performance, as 



assessed by the on-site 
supervisor. Bus could not be 
done if trainees were paid 
directly through the district as 
enployees. CAPC has found these 
real -life rewards and 
consequences to be good 
motivators. 

BttifiJaafeim 

Since CAPC believes strongly 
that conunity-based education 
is essential to a successful 
transition program , it relies 
heavily on ocmnunity sqapqrt for 
the Center ' s programs to 
establish and maintain oonsunity 
support. CAPC has actively 
promoted publ ic relations 
efforts and has found the 
following to be helpful and 
beneficial in carrying their 
message to the cxwraunity and 
promoting interest and supports 

lr Look at existing, resources. 
There are probably seme existing 
resources to help you with 
public relations; if not in the 
district, then in the cenraunity. 
Don't overlook these. 

2 t CAPC has annual awards 
luncheons. These luncheons 
honor . employers, businesses, 
agencies, etc., who have 
provided sites for. training, 
placement, and/or evaluation. 
Honorees are presented with 
plagues, or certificates of 
appreciation. Local media 
coverage is obtained (print, 
radio, TV) . 

3lx A newsletter is periodically 
sent to employers, school 
administrators, Board, 
special/vocational educational 
staffs , community agencies, 
advisory committees, etc. , 
keeping them up-to-date with 
CAPC services, functions, and 
accomplishments. (See exanple 
of newsletter in Appendix.) 
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It Have open houses at the 
Center. 

5. Obtain media coverage 
whenever possible. When 
planning a luncheon, 
presentation, open house, etc., 
invite local newspaper, radio, 
and TV to cover. Send press 
releases regarding special 
events, individual student 
program anrrffl ishments (i.e. 
50th program placement) , 
obtainment of grants, 
cooperative programs with 
employers, etc. 

&l Put together a slide 
presentation to explain your 
program to service clubs, parent 
groups, other agencies, etc. 

Zs. Mate presentation to Board 
of Education. 

fit Make presentations to 
Advisory Permittees. 

Is. Inservice teacher groups and 
counselor groups to promote the 
program within the district. 

IQj. Put on a "Road Show". 
Travel to different schools to 
talk with teachers, counselors, 
and administrators on-site. 

lit Be aware that public 
relations is an ongoing 
responsibility. Anytime you are 
communicating with people 
outside the program, you are 
involved in public relations. 
Telephone etiquette is always 
important. 

12jl Give employers brochures, 
flyers, or other forms of 
literature. You will probably 
want to print some of your own 
literature but there is also 
free literature printed by state 
and local committees which you 
can give to employers. For 
example, the State of 



California's Governor's 
Committee on Employment of the 
Handicapped provides a great 
deal of free literature which 
you may request and, in turn, 
give to local employers. 

13. Respond to employers. 

lit Write "thank you" letters to 
thank employers for their time, 
even if that particular contact 
did not result in immediate 
action. 

15. Provide follow-up 
communication. After an 
i ntrodu ctory contact with an 
employer, perhaps a brochure, 
foTlow-up with another 
communication, perhaps, a phone 
call. 

Pjfcftlifi TO. 

CAPC offers some suggestions on 
pitfalls to avoid: 

-lack of bupport of Board, 
administration, teachers, 
parents, business, and 
industry. Any of these 
could undermine and have a 
negative impact on the 
program. 

-Teacher "burnout". 

If the teacher tries 
to be everything to 
everybody, "burnout" 
follows. To p re v ent 
this, it is 
important to 
identify resources 
(both financial and 
people) and 
determine what can 
realistically be 
accomplished within 
that framework; 
then, goals can be 
developed and 
communicated to 
administrators 



and/or Board. 
For exanple, if 
a teacher has 
boon instructed 
to set up a 
transition 
program, he/she 
should assess 
%tet can be done 
realistically, 
and oonnunicate 
this to the 
administration • 

-Do not use unqualified or 
untrained staff merely 
because they are 
available. Ibe budget and 
resources necessary to 
adequately train staff 
should be provided. 

-Assess existing 
resources. Sometimes 
existing resources are 
overlooked which can 
result in a lot of 
duplication of effort. 
Look for existing 
community contacts and 
district staff who have 
been involved in 
vocational education. For 
exanple, a teacher may be 
told to do jcb placement 
and the work e x perience 
coordinator may already be 
doing the job. 

-Avoid "bleeding heart" 
approach with Board, 
employers, businesses, and 
agencies. This is not a 
good marketing approach 
since all groups have 
their own interests in 
mind. It is better to 
market your program as a 
mutually beneficial 
service which matches 
student needs to coununity 
needs. Stress what's in 
it far them and how they 
can benefit from the 
program. 



QandUBiflP 

By using the strategies 
presented in this manual, an 
educator can initiate an 
effective transition p ro g r am . 
Implementing a new program 
requires oomnitment and energy 
from several people. The 
activities described in the 
manual can assist educators in 
obtaining the necessary 
conmitment and in directing 
their energies to produce the 
desired result* 
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A. Boplqyer/CAPC Responsibility Agreement 

B. eAPC/De pai buaiL of Rehabilitation Agreement 

C. Insurance Agreement 

D. Student Evaluation Form 
£. Example of Newsletter 
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CAREER A$&$&mJT 

9401 South Painter Ave. • Whittier, California 90605 • (213) 698-8121 
Dan Hulbert Rehabilitation Services Administrator 

ON-THE-JOB TRAINING AGREEMENT 

Amongst The . 

WHITTIER UNION HIGH SCHOOL DISTRICT, COMMUNITY EMPLOYER, AND TRAINEE 

The Career Assessment and Placement Center provides vocational services for students to 
become prepared for competitive employment upon completion of their high school education. 
One means of vocational preparation is on-the-job training in an actual employment setting 
within a business or industry in the community. 

There are some basic responsibilities that are expected of the employer, the Center, and the 
trainee in the development and implementation of such a training agreement, as outlined 
below: 




EMPLOYER'S RESPONSIBILITIES 

* Provide a work site and realistic work tasks for the trainee to perform; 




* Provide the tools, supplies, and equipment necessary for the trainee to perform the 
assigned work tasks, unless the job is one which requires the employee to supply their 
own tools: 



* Provide instruction on the assigned work tasks; 

* Provide general supervision of the trainee; 

* Complete bi-weekly training evaluation forms on the trainee's performance; 

* In the event of an injury, employer is responsible for contacting the Career Assessment 
and Placement Center immediately and completion of required forms. If the accident 
occurs after our work hours (i.e., evenings, weekends), the employer is responsible for 
transporting the trainee to designated medical facility. 
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CAREER ASSESSMENT AND PLACEMENT CENTER'S RESPONSIBILITIES 
Provide vocational training and preparation for the trainee; 

Prescreen the trainee by assessing his/her work skills, interests, aptitudes, and behavior, 
and matching these with an appropriate training setting; 

Provide ongoing counseling and follow-up with the trainee throughout the training period; 

Provide additional support services as needed (could involve one-to-one skill or behav- 
ioral training at the training site); 

Provide Workers' Compensation Insurance coverage for those trainees that are not being 
paid a wage by the employer. 

(Continued on Back) 

A JOINT VENTURE OFf *y ^ 
q Whittle Area Cooperative Special Education Program and WMttler Union High School District 

Accredited by the National Commission on Accreditation of Rehabilitation Facilities 
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TRAINEE'S RESPONSIBILITIES 

• ~? 

The Trainee is expected to demonstrate acceptable work attitudes and behaviors in the 
following areas. Trainees that do not will be provided support services by the Career 
Assessment and Placement Center in order to facilitate the appropriate behavior. 

* Attendance/punctuality 

* Appearance 

* Retains instruction 

* Work independently 

* Initiative 

* Speed and productivity 

* Quality of work 
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memorandum of understanding 
"between 
the norwalk district 

DEPARTMENT OF REHABILITATION 
AND THE 
WHITTIER AREA COOPERATIVE 
SPECIAL EDUCATION PROGRAM 



INTRODUCTION 

The Department of Rehabilitation, Norwalk District 
(hereinafter referred to as the District) and the Whittier 
Area Cooperative Special Education Program (hereinafter 
referred to as WACSEP) have experienced a long history of 
successfully working together to deliver vocational 
rehabilitation services to WACSEP students and adults within 
the District. Successful and productive relationships have 
been developed between each Agency's staff. Through this 
program disabled young adults have achieved" socially and 
economically independent lives. Further, with a service 
delivery system that includes a Supported Employment 
Component it is possible that services provided under the 
auspices of this Memorandum may be extended to persons with 
severe disabilities who were heretofore not served. 



PROGRAM OBJECTIVES 

This Memorandum of Understanding (MOU) recognizes the value 
and importance of combining the resources of both the 
District and WACSEP for effective vocational rehabilitation 
of students with disabilities. This notwithstanding there 
are several specific program goals that will be pursued: 

1. To assist in the achievement of personal dignity for 
each program participant. 

2. To offer a program of services that will enable each 
program participant to achieve suitable employment. 

3. To increase the level of social and economic 
independence of each program participant. 

4. To assist each program participant with the transition 
of school to work. 
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C. DISTRICT'S RESPONSIBILITIES 

1. Assign a primary Rehabilitation Counselor for the 

purpose of delivering rehabilitation services to WACSEP 
students and adults who are both referred and eligible 
for rehabilitation services. This Rehabilitation 
Counselor will be assigned an amount of .time sufficient 
to evaluate aid serve WACSEP referrals. 

2* Participate in outreach, staff training and networking 
activities to effect maximum exposure of WACSEP 's staff 
to the District and available resources. 

3. Determine the eligibility of WACSEP referrals for 
rehabilitation services. Sources of referrals may 
include WACSEP ' s Transition Training Program and the 
Adult Service Supported Employment Program (Under 
requirements established by AB 3018) . 

4. Develop an Individualized Written Rehabilitation Plan 
(IWRP) for students who are determined eligible for 
rehabilitation services. 

(a) This plan will identify a suitable job objective 
for the student/client and will list the services 
to be provided by the District and other agencies 
including WACSEP.. The District's services may 
include work incentive allowance, job training, job 
coaching, and placement as well as supportive 
services such as transportation, training or 
placement tools and supplies and books and 
supplies . 

(b) Work incentive allowances may be paid for work 
performed in on-campus and off-campus work 
experience situations for a maximum of 20 hours per' 
week. 

(c) The District's Rehabilitation Counselor will 
consult with appropriate WACSEP staff in the 
development of the IWRP. However, federal 
regulation requires that the District's 
Rehabilitation Counselor assume responsibility for 
the content of the plan. 

(d) The District '3 program of cost services for 

in- school youth will be for a maximum of two years. 

5. Participate as a member of the WACSEP service delivery 
team where services involve co-clients of the District 
and WACSEP. 

6. Continue to provide services to clients /students as 
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necessary to achieve suitable employment following 
graduation from the WACSEP program. 



D. WACSEP 9 s RESPONSIBILITIES' 

1. Identify students of WACSEP who may be suitable 
referrals to the District and assist the Districts 
Rehabilitation Counselor, if necessary, in securing from 
the clients and his/her family the documents necessary 
to initiate a case, i.e. application for services, 
general medical exam* 

2. Identify staff who will function as a liaison (s) 
between the District and WACSEP. 

3. Provide testing information and transcripts on file 
within WACSEP that will Assist in establishing District 
eligibility and will contribute to vocational planning. 

4. Adhere to all policies and procedures of confidentiality 
as established by the District's Regulations and 
Procedures Manual. 

5. Provide its program of services and that of the Whittier 
Union EIgh School District of WACSEP and the District, 
e.g. work experience, placement, R'JP, work experience 
for class credit. 

6. Provide suitable office space in WACSEP facilities for 
the District's Rehabilitation Counselor to function 
satisfactorily. 



E. CONCLUSIONS 

1. This working agreement is not a legal contract and may 
be terminated at any time by either party with a 
thirty- (30) day written notice to either principal 
signer. 

2. This M.O.U. will be evaluated by both parties as needed 
but not less than two years. 
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STATE OF CALIFORNIA WHITTISR AREA COOPERATIVE 

DEPARTMENT OF REHABILITATION SPECIAL EDUCATION PROGRAM 

NORWALK DISTRICT CAREER ASSESSMENT AND 

PLACEMENT CENTER 



BY 

DA' 



'* -y^cdzi ^^Ua^J BY: 

™& / JTJ/7 DATE: JU^.J&Jt&y 
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WHITHER UNION HIGH SCHOOL DISTRICT 
Whittier, California 



TO: 

FROM: * Business Assistant 

SUBJECT: Workers 1 Compensation Insurance Coverage 



Wh1tt1er Union High School Olstrlct is self-insured for 
workers 1 compensation insurance liability* 

Students in work experience or occupational training 
programs are covered by the school district under the 
provisions of Labor Code Section 3368 and Education 
Code Section 51769. 

Labor Code Station 3368 establishes a statutory 
Workers 9 Compensation liability for work experience 
program participants; whan the trainer does?, not pay 
the trainee a cash wageTthe Workers 9 Comoensatzon 
liability shall' rest with the school districtT ' 

Education Cods Section S1769 - Notwithstanding any 
provisions of this code or the Labor Code to the 
contrary j the School District or County Superinten- 
dent of Schools under whose supervision work-experience 
education, or occupational training classes held in 
the corrmavity, as defined by regulations adopted by 
the State Board of Education, are provided shall be 
considered the employer under division 4 ( commencing 
with Section 3200 ) o f the labor Code of persons 
receiving such trairwuf unless such persons during 
such training are being paid a cash wage or salary . 
by a private employer* or unless the person or 
firm under wham such persons are receiving work 
experience of occupational training elects to 
provide workers compensation insurance. 



Monica P. Oean 

MPO :rr 
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Trainee's 
Name: 



WHITTIER-UMptyHIGH. SCHOOL DISTRICT 
Career Assessment and Placement Center 



Work Site: 
Address: _ 
City: 



Worker Evaluation 



Position: 

Site 

Supervisor: 



Pay Period 
Begins: 



Phone No. 



LEGEND 
White - Rehabilitation 
Green - Central File 
Canary - Trainee 
Pink - Teacher 
Goldenrod - Supervisor 



Ends: 



Evaluations should be made on a realistic basis. Stipend pay rates are calculated based on 
percentages earned in each assessment category. 



ASSESSMENT CATEGORIES 



PUNCTUAUTY-rcgularlv on time 



AT'I'ENDANCE-dependable} notifies in 

advance if absent 

ATTITUDE-positive toward work, co- 
workers, supervisors 



FOLLOWS INSTRUCTlONS-oral and 

written 



APPEARANCE-appropriatelv dressed 
RETAINS INSTRUCnONS-remembers tasks 

from day to day 

WORKS INDEPENDENTS Y-does not need 
continuing supervision; does not waste time 
INITIATIVE-self starter; works ahead with- 
out further direction 



QUALITY OF WORK-accurate and well 



done 



SPEED AND PRODUCTIVITY-is equivalent to 
a full-time employee 



Please comment on Trainee's progress: 



10096 



90% 



T 



80% 



70% 



60% 



50% 



40% 



30% 



20% 



10% 



□ 



Supervisor's Signature: 
Trainee's Signature: 



Date 



Hours 



In 



Out 



Total 



Total Hours 



3 
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Please have worker evaluations completed and signed for payroll processing by: 



2< 



Date 



CO 
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BOTTOM LINE . . . NETWORKING 



^OTUGHT 
ON 

SUPPORTED WORK 



The Career Assessment and Placement Canter 
(CAPC) recently began the Supported Work 
P rogr a m. CAPC received the only Supported 
Work Grant given by the Office of Special 
Education and Rehabilitative Services (OSERS) 
in Region IX which includes the Pacific Basin, 
California, Arizona, Nevada, and Hawaii. 

For individuals to be eligible for services 
^taiigh this program, they must have been in 
flp sheltered workshop or day activity center 

Tor at least three years. - 

According, to Luann Janisse, Supported Work 
Project Specialist, the program works pri- 
marily to develop vocational skills in 
Individuals who are severely handicapped, but 
also works with individuals in the areas of : 
mobility, community/consumer, social, 
recreation/leisure, domestic and educational 
need\ including driver's education* 



"The services each -individual receives varies," 
says Janisse* "We will look attach person's 
needs and Interests and plan their day accord- 
ing to this. Whatever it takes to make them 
as independent as possible, we'll do." 

The program just started in January, 19S7. 
CAPC provides job placemi^t for the program 
via a half-time Placement Specialist, CaBlyu 
Reggie. 

"The nice thing about Supported Work is £hat 
we can offer employers support for our clients 
for as long as necrissary," says Reggio. ■ "Even 
if someone has been on a job for years, we can 
still provide the necessary support to 'keep 
them successfully on the job," 

Ann M. Garten 



WELCOME NEW CAPC STAFF 



Robin Merlo 
George Newman 
Avedls Stepanian 
Albert Gauna 
Helen Fuller 
Eleanor Johnson 



Vocational Specialist 
Vocational Specialist 
Vocational Specialist 
Vocational Specialist 
Vocational Specialist 
Job Development/Placement Specialist 



op 
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THAM<S EMPLOYERS . . . 




The following la a list of employara who have been participating with our program 
so far this school year. The Career Assessment and Placement Center wishes to 
thank each gne of you for your participation and support of our program. We look 
forward to continuing working with you. 




Presbyterian Intercommunity Hospital 
Taco Sell Restaurants 
Richard Contreras Custodial Service 
Angel's Family Restaurant 
Eastman Kodak 

St. Theresa's Convalescent Hospital 
Stole Cabinets, Inc. 
Pat Haven, Inc.* 
La MIrada Bike Shop 
Slzzler Restaurant 

Captain Andy's River Towne Restaurant 

Fedco, Inc. 

Oxbow Electronics . 

Baker's Square Restaurant 

McOonald's Restaurants 

Beverly Manor Convalescent Hospital 

EuTSton Stares 

Clntas Corporation 

Whittier Union High School District 

City of Santa Fe Springs 

Friendly Mils Bowl 

Whittier College 

Calif. State Dept. of Motor Vehicles 

Whittier Soys/Glris Club 

Carl's Jr. Restaurants 

East Whittier City School District 

Jones Chevrolet 

Posada Whittier Retirement Villa 
City of Pico Rivera Library 
Qty of Whittier Community Center 
Whittier Museum 
Hnshaw's Department Store 
Maddox Sales Company 
Sanford Studio 
Neugles Restaurants 



Charo Child Development Center 
Qty of Nerwaik Parks Department 
PJ.*s Appliance Repair 
Scientific Atlanta Corporation 
Western Syrup Company 
El Rancho High School District 
Global Processing Company 
Grant Rea Park 

La Habra Villa Retirement Home 
Clothes time 
Rivera Middle School 
North Ranchito School 
Collins Trim Shop 
American Red Cross 
Fantastic Sam's 
Everhealth Preschool 

Pico-Downey Golden Age Convalescent Mosoital 
Pamell Park 
Whittier Care Center 
Fashion Stop 
Lane Bryant 
Clifton's Cafeteria 
C & R Construction 
Whittier Narrows Feed 
Cap Estel Enterprises 
Jack's Restaurant 
Palmer's Pet Store 
Mason's Bakery 
Danny's Village Bakery 
Crest Photography 
Santa Fe Springs Police Department 
Sir Speedy Print Shop 
Intercommunity Blind Center 
Trustor. Security System 
Shepherd of the Hills Preschool 
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HOT OFF THE PRESS 



LEGAL UPDATE 

Congress did past and President Reagan did 
sign into law (on November 10) the Employ- 
ment Opportunities for Disabled Americans 
Act* This law makes permanent Section 1619 
of the Social Security Act, allowing disabled 
persons who are eligible for Supplemental 
Security Income (SSO disability benefits to 
work while continuing to receive Medl-Cal 
benefits. Section 1619(a) participants in 
California may continue to receive full Medi- 
Cal. coverage until their Income exceeds 
$1,205. 

For further information about Section 1619, 
Aitacts Mary Jane Maddox. c/o Congressman 
^eve Bartlett. 1709 Longworth Building. 

Washington. D.C. 20515; (202) 225-ft2QT 

Also, as a part of the Tax Reform Act of 1986. 
both Section 190 of the Internal Revenue Code 
and the Tar geted Jobs Tax Credit program 
have been reinstated and made retroactive to 
January 1, 1986.. But both tax incentives have 
undergone come important changes. 

Section 19Q provides a tax deduction for costs 
incurred in making facilities that are privately 
owned and publicly used accessible to elderly 
and disabled people. The maximum deduction 
that may be taken is $35,000. But now this 
tax deduction is permanent. 

For further information about Section 190, 
contact your" local office of the Internal 
Revenue Service or the Architectural & 
Transportation Barriers Compliance Board. 
330 C Street. 5.W.. Washington, D.C. 20202: 
(202) 474-270"Cl 



TJTC Changes 

The Targeted Jobs T^x Credit program (TJTC) 
has undergone more extensive changes. The 
new version gives employers the right to claim 
a tax credit for wages paid to individuals from 
the same nine targeted groups, which includes 
disabled individuals referred to employers by 
state vocational rehabilitation agencies and 
the Veterans Administration, as before. 

But the credit for first-year wages is now 40 
percent of the first $6,000 of qualified wages 
(rather than 50 percent) and there is no second 
year credit. For eligible summer youth em- 
ployees, the provision for credit up to 85 
percent of the first $3,000 is retained. 

A minimum employment period rule has been 
instituted so that the credit is available only if 
the targeted group member is employed by the 
company for at least 90 days or has completed 
a minimum of 120 hours of work performed for 
the employer. Written requests for certifi- 
cation (or vouchers) must still be submitted 
prior to the employee's start date. 

The Targeted Jobs Tax Credit program was 
extended for another three years, ending on 
December 31, 1988. For further information, 
contact: Clayton J, Cottrell. Planning and 
Operations. Employment and Training Admi- 
nistration. U.S. Department of Labor, Room 
N-4456. 200 Constitution Avenue. N.W., 
Washington, D.C. 20210: (202) 535-Q192I 

In the Mainstream 
January/February, 1987 
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Read on . . . 



ADVICE FOR THE 
ENTRY-LEVEL EMPLOYEE 

Kenneth Cldfleld, woclau professor of public 
•dminiatrstlon, and Nancy Ayers, an admin- 
istrative assistant, offer entry-level workers 
aoma po inters on how to make -the most of 
their new ooaiticna. Ttm fajjpwlngldvtca was 
culled from tha collective experience of 
participants In Senganon State University's 
Graduats Public Service Internship Program. 

I* Don* feel dumb. Everyone need* time to 
iMrn job-related name*, politics, 
personalities, and so forth. Avoid the 
common mistake of panicking and getting 
decreased over self-confessed Ignorance. 
Do not advertise feelings of stupidity. 

2. Be punctual. One of the quickest ways to 
anhance your reputation la to get to work 
10-13 minutes early. 

* 3. "Consider your wardrobe. Clothes do 
affect how people are perceived and 
treated. 

4. • Be an extrovert. Even If you are an 

unabashed Introvert, expect to change 
your ways. Begin by asking questions and 
developing your listening habits. Another 
necessary skill la the ability to initiate 
conversationa. Sbeak to oeoola in the 
hallway and ask how things are going. 

5. Ask questions. Entry-level employees 
who constantly inquire about the company 
are usually seen as eager to learn. 

6. Develop teamwork' skills. The ability to 
*ftqrk in groups and cooperate in com- 
pleting a task are invaluable talents to 
have. 

7. 3a willing to work informal overtime. If 
there are . evening or weekend 
conferences, go. These activities are 
important opportunities to meet people 
and acquire new viewa and information.. 

Vocational Counseling Summary 
October, 1986 



CAPC PRODUCES TWO VIDEOS 

The Career Assessment and Placement Center 
has recently completed two videos about its 
program. One video, titled "The Best That 
You Can Be" gives a general overview of the 
program. It shows students out in the com- 
munity on job sitae .and participating in a 
variety of indepen de nt ilvlna skills training 
activities. 

Tha second video is titled "Help Wanted, 1 * and 
la geared toward briefly informing employers 
•bout our program. It focuses on job sites 
where students are working, and -also has posi- 
tive comments from several employers who 
work with our program. 

"The Best That You Can Be" video is 
approximately 19 minutes long, and the "Kelp 
Wanted" video la 9 minutes long. 

If you are interested In seeing either of these 
videos, or know of someone who could benefit 
from seeing them, please contact Ann Garten, 
698-8121, extension 315. 



EMPLOYER ADVISORY COMMITTEE 
BEING FORMED 

The Career Assessment and Placement Center 
Is in the process. of forming an Employer 
Advisory Committee. This committee will 
meet approximately twice each year, and 
cover such issues as: how can our students/ 
clients be more successful on the job; are we 
providing adequate support staff; how can we 
better prepare our students for employment 
while they're in school? and ways to network 
within the business community. 

Anyone interested In participating on this 
committee please contact Dan Kulbert, 699- 
8121, extension 307. 
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CAPC HAPPENINGS 



SINCE NOVEMBER, 1986 



Mggtjngg gnd Confer enegg Attended /Hosted 
By CAPC Staff Included: 

o Eastern L-A. Regional Center for the 
^ Develop men tally Disabled Vendors Action 
Network 

o Project Work Ability Regional Meeting - 
Torrance 

d Developmental Disabilities Area Board 
X/Eastern L. A. Regional Center's Sup- 
ported Employment Implementation Team 

o SH Supported Work Project Planning Com- 
mittee 

o Deaf /Blind Transition 

o CA Dept. of Developmental Services Sup- 
ported Employ. Consortium • Sacramento 

o Job Developer Network Meeting • Covins 

o University of Illinois Transition Institute 
Technical Assistance Workshop • San Diego 

o Bridging for Services Conference • Cal 
State San Bernardino 

o L.A. County Commission on Disabilities 



tions On CAPOs Model Program 
Were Made To The Following: 

o -L.A. County Administrators of Special Ed. 
o L.A* County Parent Meeting • Downey 
o Developmental Disabilities Area Board X 
Transition/Supported Employment Confer- 
ence - Los Angeles 

focfividuais Who Visited/Toured CAPOS Model 
Program Represented The Following: 

o University of Illinois Transition Center 

o North Los Angeles County Regional Center 

o Ventura County Department of Education 

o Sweetwater School District 

o California State University, Los Angeles 

o St. Cloud-MN Univ. College of Education 

Requested Info rm at ion On CAPOS Program 
Was Mailed To The Following; 

o Citizen Alliance to Uphold Special Educ- 
ation • Lansing, Ml 
o Wanemburg R-VI School District - War- 
ren aburg, MO 

Monterey County Office of Education - 
Salinas, CA 
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o In-Home Supportive Services • Norwalk 

o North Central Regional Education Service 

Agency - Fairmont, WV 

o Beverly Hills Unified School District 

o Eastern L.A. Regional Center 

o Regional Ctr. of East Bay • Concord, CA 

o AZ Dept. of Economic Security • Coolidgf 

o Berkely Unified Schools • Berkely, CA 

o L.A. Unified School District 

o Liberty High School - Brentwood, CA 

o University of Idaho • Moscow, ID 

o CA State Dept. of Education - L.A. 

o Illinois Dept. of Education • Chicago, IL 

o Hardwick Union School Dist. • Hanford, CA 

o Buena Park High School - Buena Park, CA 

o Montana Employment Project - Helena, MT 

o Central Valley Training • Stockton, CA 

o Companion Technologies Project - Tucson 

o Syracuse University, NY 

o West Valley School, Kerman, CA ■ 

o Desert Valley High School, Phoenix, AZ 

o Professional Support Serv., Nelson, BC 

o Martin County DAC, Sherburn, MN 

o Fresno County Schools, CA 

o Utah School for the Blind, Ogden, UT 

o Cherry Creek Schools, Aurora, CO 

o People First, Sacramento, CA 

o Adicott School, Fresno, CA 

o ABCO Inc., Boston, MA 

o San Francisco Unified School District, .CA 

o Ingham School, Salinas, CA 

o Assoc. for Retarded Cit., Arlington, 1 X 

o Konocti Instructional Serv. Lakeport, CA 

o Redwood Coast Regional Ctr., Eureka, CA 

o University of San Francisco, CA 

o Adult Development Center, Stockton, CA 

o Project Rescue, Atlanta, GA 

o Adult/Child Dev. Ctr., Lewiston, ID 

o Comprehensive Developmental Services, 

Valdosta, GA 

o VA Dept. of MH/MR, Richmond, VA 

o Office of Special Employment, Radfor, VA 

o Brewer Regional Program, Brewer, ME 

o Bunche Career Center, Metairie, LA 

o Division of Rehab. Services. St. Paul, MN 

o Productive Living Board, St. Louis ; MO 

o 8.E.S.T.«Lincoin, Boise, ID 

(Continued) 
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o Special Education Professionals: 

Columbus, QHj Sin Diego, CA (2); Greens- 
burg, PA? Belmont, MA; Portland, OR; 
CenterviUe, UT; Layton, UT; Fresno, CA; 
Ctrinaton, ME? Calgary, Alberta; San Luis 
Obispo, CA; Concord, NHj Richmond, CA; 
Manhattan Baach, CA; Marshelltown, IA; 
Fontana, CA; Arroyo Qranda, CA; Seattle, 
WA; Spokane, WA; Sacramento, CA; 
Boulder Creek, CA; Chuia Vista, CA; Ales, 
HI; Citrus Heights, CA 



HARRIS POLL ON OSABttJTY 

to tha fail of 1983, Louis Harris and Associates 
conducted a poll called "Disabled Americans' 
Salf-Percaptlons: Bringing Disabled Ameri- 
cana Into the Mainstream. 1 * The survey was 
designed to address three major questions: 

I* How has life changed for Americana with 
disabilities? 

2. What does It mean to be a person with a 
disability? 

3. Are people with disabilities working? 

Same of the highlights of the survey results 
include: 

o Seven out of ten persons with disabilities 
say that things have gotten somewhat 
better or much better for people with 
disabilities during the past ten years. 

o A two-thirds majority of Americans with 
- disabilities think that Federal laws passed 
since the late 1960% to give better op- 
portunities to Americans with disabilities 
have helped either a great deal or some- 
what. 

o Forty percent of all persons with disabili- 
ties who are 16 and over, did not finish 
high school. 

o Only 29 percent of persons with disabili- 
ties say they have at least some college 
education, compared to 48 percent of 
persons who are able-bodied. 

o Americana with disabilities are much 
poorer than are Americana who are not 
disabled. The more severe the disability, 
the greater the poverty. 



o Two-thirls of all Americana with disabili- 
ties who are between ages 16 and 64, are 
not working. Only one in four works full- 
time, and another 10 percent work partq 
time. 

o Two-thirds (66 percent) of those under 65 
and not working say that they want to 
work. 

This poll is significant, because statistics on 
disabilities are very scarce; and studies which 
Include the self-perceptions of people with 
disabilities are scarcer stilL Copies of the 
entire Harris Poll may be obtained for $5.00 
from International Center for the Disabled, 
Education & Training, 540 East 24th Street, 
New York, New York IQQIO; 212/679-0100. 

Orange Co. Dept. of Ed. 
Newsletter • Winter, 1986 



SEX AND THE DISABLED TEEN 

The Human Sexuality Supplement - to CUR- 
RENT HEALTH 2, published by Curriculum 
Innovations, Inc., discusses the topic, Sexuality! 
and the Disabled Teen. Written ' by Dr. 
Domeena C Renshaw from Loyola University 
in Chicago, the article is a good vehicle for 
starting discussions and bringing this sensitive 
topic to the forefront. It deals openly and 
honestly with a number of sexuality-related 
pr^Mems, such as self-confidence, relating to 
others, and exploitation. Included are a num- 
ber of values clarification questions to help 
teens, although they are posiced toward a non- 
disabled audience. For further information, 
write to Curriculum Innovations, Inc., 3500 
Western Ave., Highland Park, IL 60035. 

Mainstream 
August, 1985 
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The Career Assessment and Placement Center is a joint effort of the Whittier 
Union Hffgh School District and the Whittier Area Cooperative Special Education 
Program in collaboration with the California State Department of Rehabilitation. 

Individuals, mildly to severely disabled, may receive career education, vocational 
counseling, vocational evaluation, independent living skills training, work adjust- 
ment and preparation, and job development and placement services. 



For more information on the Center's 
total program services 
• contact: 

CAREER ASSESSMENT AND' PLACEMENT CENTER 
9401 South Painter Avenue 
Whittier, CA 90605 
698-8121 

Rehabilitation Services Administrator 
Dan Hulbert 
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Whittier Union High School District 
9401 South Painter Avenue 
Whittier, California 90605 
(213) 698-8121 

CAREER ASSESSMENT AND PLACEMENT CENTER 

CAREER EDUCATION/TRANSITIONAL PROGRAM 

DISSEMINATION MANUAL 



PREPARATION OF THIS MANUAL 

WAS SUPPORTED BY 
OSERS GRANT NO. G008430105 
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CAKES* ASSESSmH AND HACBBNT CEHTER (CMC) - MANUAL 



WHAT IS THE CAREER ASSESSMENT 
AND EttCBBtr CENTER (CMC)? 

The Career Assessment and 
Placement Center (CMC) is a 
joint effort of the Whittier 
Are; Cooperative Special 
Education Program and the 
Whittier Union High School 
District. Started in December, 
1979, the Center provides 
vocational and independent 
living services to individuals 
who have been, diagnosed as 
having a physical, mental, or 
emotional disability, who have 
minimi self-care skills, and 
who are junior high school age 
or older. 

Housed on one site, CMC 
provides a comprehensive 
transition program which 
includes the following 
services : Vocational 
Counseling; Vocational 
Evaluation; Work Adjustment; 
Independent Living Skills; 
Preparation for Work; Job 
Development/Placement; and 
Career Education. Recognizing 
that such a p r o gram is ideal 
but not always possible, CMC 
stresses that it is not 
necessary to provide ail the 
services listed above in order 
to begin a school-to-adult life 
transition program. Any of 
these services could function 
independently or in conjunction 
with one or two other services 
and could be provided by the 
same service provider (i.e., 
teacher) , or in cooperation and 
coordination with other service 
providers (i.e. , teacher, 
counselor, psychologist) . 
likewise, any of the" CMC 
manuals can be used 
independently or in ccnbination 



with others. 

This manual deals with the 
curriculum content or 
instructional ccnponents of 
CMC which include the p r ogr am s 
entitled: career Education, 
Work Adjustment, Preparation 
for Work, and Independent 
Living Skills/Transition. 
These programs provide direct 
instruction to students, or 
instruction to teachers in the 
skills necessary for /choosing, 
finding, and keeping a job, and 
integration into the ocnnunity. 
The manual can be vised 
independently to provide 
guidance in establishing an 
instructional p rogr a m in Career 
Education, or it can be used in 
conjunction with one or two 
others to develop a more 
comprehensive program. For 
example, this manual could be 
used independently by a 
classroom teacher to develop 
units on job-seeking and job- 
keeping skills. Or, it could 
be used in examination with Job 
. Development and Placement to 
both prepare students for, and 
place them in, jobs. Refer to 
the flew chart on the fallowing 
page to see how these 
instructional programs fit into 
the total CMC model. 

H3RF0SE OF THIS MANUAL 

The purpose of this manual is 
to provide assistance and 
direction to anyone who might 
be starting a new instructional 
program in the area of Career 
Education/Transitional 
Programs. Whether this person 
is an administrator, teacher, 
counselor, etc., the manual 
will aid in establishing 
curriculum con te nt, policies 
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CAPC TRANSITION MODEL 



SCHOOL/DEPARTMENT OF 
REHABILITATION 
REFERS 
STUDENTS/CLIENTS* 



r 



VOCATIONAL 
EVALUATION 



CASE MANAGER 
Frequently Vocational Counselor, But 
May Be Other Staff Member 



to 



REFERRAL TO 
DEPART. OF REHABILITATION, 
REGIONAL CENTER, COMMUNITY 
SERVICES, ADULT SERVICE 
PROVIDERS 



i 




PREP FOR WORK 
WORK ADJUSTMENT 
INDEPENDENT LIVING SKILLS 
(Mobility Training, Domestic-Etc.) 




COMPETITIV 
SUPPORTIVE 
INTEGRATED SHELTER 
(i.e. Work C 


E EMPLOYMENT 
EMPLOYMENT 

ED WORK ENVIRONMENTS 
rews/Enclaves) 



JOB DEVELOPMENT 
AND 
PLACEMENT 



*In the manuals, all 
individuals, served by 
CAPC are referred to 
as students. 
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FOLLOW-UP 
1 - 2 YEARS LATER 
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and procedures, and in 
selecting and creating 
instructional materials. The 
manual contains a description 
of each instructional p rogr am , 
the services provided by that 
program, procedures for 
implementing services, 
cfflmPTTvial and CAPC-developed 
materials which are used for 
instruction, and samples of 
letters and forms developed and 
used by CMC. 

CKRESR EDDCKEXGN 

Description of Services 

Career Education is a octcponent 
of CAPC which assists special 
education teachers (K-12) in 
integrating Career Education 
into their curriculum. 
Assistance is designed to 
provide disabled students with 
a basic understanding of the 
world of work and to promote 
realistic career goals. 

A Career Educator, assists 
teachers with instructional 
strategies , methods , and 
materials necessary ' for 
developing and achieving 
individualized career goals and 
objectives. 

Policies and Procedures 

Admission Criteria 

Any K-12 grade special 
education teacher whose 
students are receiving services 
within the Whittier Area 
Cooperative Sp ecial Education 
Program (NACSEP). 

The spe c ial education teacher 
verbally, or by mail, contacts 
the Career Educator with 
request for instructional 



assistance or use of materials. 

Program Plan 

Vpan request for assistance 
from the teacher, the Career 
Educator reviews available 
curriculum aids, instructional 
aids, instructional strategies, 
and materials and fulfills the 
request within two weeks. In 
the event that the request 
cannot be met because of 
unavailable aids or materials, 
the teacher is notified and 
a 1 ternat ive materials are 
suggested. Instructional 
strategies often include 
serving as a resource to 
teachers in lesson plan 
development and teaching 
demonstration lessons. 
Inservioe training is provided 
or coordinated based on the 
needs expressed by teachers in 
informal surveys and program 
planning meetings. The Career 
Educator coordinates progr a m 
planning and activities by 
adapting exemplary programs, 
and/or developing new ones as 
needed. 

Program Review 

All inservioe workshops are 
reviewed through post workshop 
evaluations completed by the 
participants. The consultative 
services of the Career Educator 
are reviewed in the Career 
Assessment and Placement 
Center's annual Program Survey 
that is distributed to all 
special education teachers. 
See Appendix for sample forms 
and letters. 

Strategies, Materials, and 
Methods 

The. Career Educator provides 
special education teachers with 
strategies, materials, and 
methods through a wide variety 



of resources , such as 
h an dbooks, ki t s , 
textbooks/ workbooks, audio- 
visual materials, guides, and 
comprehensive programs (Project 
Discovery and Project Worth) . 

Strategies include: 

1. Assessing career skills, 
knowledge, and attitudes; 

2. Developing career-related 
goals and objectives; 

3. Using district resources 
(materials, projects, staff, 
etc.); 

4. Using coosunity resources; 
and 

5. Removing biases and 
stereotyping. 

Methods and materials include 
these content areas: 

1. Self-awareness 

2. career exploration 

3. Decisionmaking 

4. Coranmication skills 

5. Job-seeking and job-keeping 
skills 

6. Appropriate work and social 
behaviors 

7. Money management 

8. Basic academic skills 

9. Basic sensory/motor skills 
Materials used include: 
Comprehensive pr ogr a ms — 



„ a* Project Piswyqiy 

This is a career exploration 
system consisting of a 
examination of individualized, 
"hands-on" , simulated work 
activities for students in 
grades 6-10.. The program 
offers 29 separate work units 
to choose from, covering a wide 
range of occupations. For 
example, there are units on: 
Dental Care, Auto Body, Filing, 
Masonry, Medical Patient Care, 
Wall Covering, Basic Typing, 
etc. Each unit is self- 
contained and includes: 
student instructions , 
instructor's notes, student 
evaluation/progress forms , 
tools, equipment, and supplies. 
Sane unit parts are permanent 
and some are consumable and 
replaceable. Guidance and 
counseling components are also 
available. This system is 
oomnercially marketed through 
Prentice-Hall . At CAPC , 
Project Discovery is housed in 
a nobile trailer and travels to 
different canpises where it 
remains for 5 to 6 weeks. A 
specially trained Vocational 
Specialist accompanies the 
trailer to assist teachers and 
students in utilizing the 
system. The great advantage to 
having the project in a trailer 
is that valuable time is not 
lost in tr a n sp o rting students 
between school and an of £- 
canpus site. Although both 
high schools and junior high 
schools are served , CAPC 
believes that the project is 
best suited to junior high 
school students. See Appendix 
for sample forms and letters 
used with Project Discovery. 
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hx Project Worth 

This is an ESEA Title IV-C 
funded project designed to 
develop curriculum and train 
personnel to bring career 
education to special education 
students in elementary grades 
through high school. The 
.curriculum is divided into 
three areas: Social Skills, 
Academic Skills, and 
Sensory/Motor. Each curriculum 
activity is based on student 
competencies which assist 
teachers in writing IEPs 
(Individual Education Plans) . 

HEEARXEEGH FOR WCRK 

Description of services 

This is a program designed to 
provide students with the 
knowledge, skills, and 
behaviors necessary to 
successfully acquire and 
maintain enjoyment. It is 
divided into three areas of 
study: job-seeking, . job- 
keeping, and independent living 
skills. Students attend the 
program two periods a day for 
12 weeks. Six weeks is devoted 
to career exploration and job- 
seeking, three weeks to job- 
keeping, and three weeks to 
independent living* 

I. Job-Seekincr 

Students develop job-seeking 
skills necessary for choosing, 
finding, and securing an 
occupation. Three major areas 
of instruction are included: 
career exploration; how to find 
a job; and job applications, 
resumes, and interviews. 

1. Career exploration - During 
this section of the program, 
students examine first-of-all, 
their own interests, values, 



and abilities. Secondly, they 
examine information on various 
careers related to their 
interests. 

2. How to find a job - Students 
investigate two or three 
occupations of their choice, 
gathering information about 
salaries, necessary 
educatiory training, prospects 
for the future, working 
conditions, etc. Next, they 
explore ways to find their 
chosen jobs, such as personal 
contacts, want ads, yellow 
pages, public an£ private 
employment agencies, etc. 

3. Job applications, resumes, 
and interviews - Each student 
has to ocnplete a "Career 
Passport" which aids hiiyher in 
CGopleting job applications. 
On this "Passport", all the 
information necessary for 
filling but an application is 
condensed. Once this is 
ocnpleted, students practice 
filling out different 
applications. Next, the s*taff 
helps each student to develop a 
resume using information from 
their "Passport". After their 
resume is ooupleted, they are 
instructed on hew to update the 
resume. When students ocnplete 
this program, they take 5 
resumes with them and the 
Center keeps one. After the 
resumes are completed, students 
learn how to prepare for a job 
interview and how to conduct 
themselves during an interview. 
They practice interviewing 
skills through role-playing. 
Students rate each other on how 
they performed during the 
interview. After students are 
comfortable with the 
interviewing process, they are 
videotaped during a simulated 
interview. This enables them 
to critique their own 
performance. 
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ii. ffi?-»Kfacim 

This area of Preparation for 
Work focuses on developing 
knowledge essential to 
understanding the purpose of 
employment, and developing 
• behaviors and attitudes 
critical to maintaining a job. 
Students explore units on work 
attitudes and habits, getting 
along with others, and reasons 
for working. Instructors 
stress that the world of work 
is different from school and 
they need to develop a "work 
attitude". Behaviors that 
cantunicate a positive attitude 
and behaviors that facilitate 
getting along with others are 
examined. On visitations to 
businesses, managers talk with 
students about employer 
expectations regarding 
appearance, punctuality, 
attendance, smoking, etc. 
Instructors note that hearing 
this from a manager tends to 
have more impact than just 
hearing it from. them. This 
section of the program also 
deals with paychecks and 
benefits, providing students 
with an understanding of 
payroll deductions, and fringe 
benefits. 

m. TirfrF°nftTTt awn? 

Instruction in this area is 
designed to teach, students to 
deal with tho practical aspects 
of living on their own. 
Students develop -skills in 
finding an apar tment, shopping, 
banking, using community 
services; transportation, and 
personal grooming. 

Policies and Procedures 

admission, cri^ri^ 

lhe admission criteria is that 
the student is displaying 
inapr copriate behaviors and/or 



is lacking in academic, 
grooming, hygiene, social, 
and/or vocational skills, as 
determined by the referred 
source. 

Referral Procedure 

The Vocational Counselor/Case 
Manager coordinates the 
enrollment of a student in the 
Preparation for Work class that 
is conducted by the Work 
Adjustment Specialist. 

Intak e and Orientation 
Procedure 

For students in the Preparation 
for Nark class, an orientation 
is provided on their first day 
of attendance with an 
explanation of the specific 
service and the physical lay- 
out of the facility. 



During the intake interview, a 
Work adjustment component of 
the IEP (Individual Educational 
Plan) is developed by the 
student and Work Adjustment 
Specialist. The Plan outlines 
the objectives to be achieved. 
Signed Permission to 
Participate in Off-Campus 
Activities letters and 
Emergency Cards are required 
for all field trips. 

Program R eview 

The students in the Preparation 
for Work class are graded every 
six weeks. 

Exit Criteria 

Services are terminated when: 

a. Training objectives have 
been met; or 

b. The Work Adjustment 
Specialist and referral source 
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agree to terminate services due 
to medical reasons, behavior 
problems, excessive absences, 
scheduling difficulties, etc. 

See Appendix for sample forms 
and letters. 

Strategies, Methods, and 
Materials 

Altbcu^i a large variety of 
printed and audio-visual 
materials are enployed in a 
classroom-type setting, Work 
Ad j ustment Special ists , 
providing instruction in 
Preparation for Work, emphasize 
a need for utilizing a network 
of oannunity sites to teach 
students. Since many students 
lack exposure to the world of 
work, and knowledge of skills 
necessary for living 
independently, visitations into 
the local community are 
essential to developing 
awareness of jobs, businesses, 
coraamity services, etc. Also, 
hearing information from 
business people scmetimes has 
more inpact on students than 
hearing it from teachers. 

At CMC, some ccnmunity sites 
were initially established 
through Job Development and 
Placement, but now instructors 
do this themselves through 
personal acquaintances and 
calling businesses on the 
phone. They contact agencies, 
such as hospitals, car 
dealerships, banks, grocery 
stores; apartments, etc., to 
set up field tripe and bring in 
guest speakers. CAPC has 
generally found the local 
oannunity happy to cooperate 
with the school district. 



Strategies . Methods . and 
Materials Usad 

I.Job-Seekiirr - Job-seeking is 
divided into three areas of 
study: career exploration, how 
to find a job, and job 
applications , resumes, and 
interviews. 

1 • Career expl oration- 
Students examine their own 
interests, values, nd abilities 
through: 

a. group discussion; 

b. use of workbook entitled, 
Janus Job Planner; 

c. textbook entitled, filtering 
the World of Work; 

d. field trips (hospitals are 
good for field tripe; since 
students are able to observe a 
wide variety of occupations) ; 

e. other printed materials. 
(See Appendix and Annotated 
B ib 1 i ogr aphy for more 
information.) 

After students have explored 
their interests, they examine 
various careers related to 
these interests. Career 
information is obtained 
through: 

a. the GIS cenputer; 

b. Gould filsstrips; 

c . the Dictionary of 
Occupational Titles; 

d. The Occu-File; 

e. field trips; 

f. other printed materials. 
(See Appendix and Annotated 
Bibliography for more 
information.) 



2. How to find a job - Students 
investigate 2 or 3 occupations 
of their choice, gathering 
information about salaries, 
necessary educaticay training, 
prospects for the future, 
working conditions, etc. , 
through: 

a. the GIS cenputer; 

b. library materials; 

c. field trips; 

d. other printed materials, 
(See Appendix and Annotated 
Bibliography for more 
information.) 

Next, students explore ways to 
find their chosen jobs, 
utilizing resources such as: 

a. personal contacts (friends, 
relatives) ; 

b. want ads; 

c. yellow pages; 

d. Employment Development 
Department 

e. public and private 
employment agencies; 

f. other printed materials. 
(See Appendix and Annotated 
Bibliogr aphy for more 
information.) 

3. Job applications, resumes, 
and interviews - Students learn 
to fill out job applications 
through: 

a. completing a "Career 
Passport" which contains 
personal information necessary 
for filling out applications; 



b. practice on sample and 
actual job applications; 

c. other printed materials, 
(See Appendix and Annotated 
Bibl iograp^y for more 
information.) 

The staff helps each student to 
develop and learn how to update 
a resume using: 

a. information from the "Career 
Passport"; 

b. CAPOdevelcped resume form; 

c. otter printed materials. 
(See Appendix and Annotated 
Bibliography for more 
information. 

Students learn how to prepare 
for a job interview, and how to 
conduct themselves during an 
interview through: 

a • CAPC-developed and 
oenmercial lists of questions 
frequently asked during job 
interviews;/ 

b. CAPC-developed lists of 
positive and negative behaviors 
during an interview; 

c. CAPC-developed lists of 
things you should do and know 
to prepare for an interview; 

d. CAPC-developed sample 
interview dialogues; 

e. CAPC-developed interview 
checklist; 

f. commercially published, 
Janus Job Interview Kit; 

g. practicing interviewing 
through role-playing; 

h. rating fellow students on 
hew they performed during a 
mock interview; 



i. video-taping of students 
during simulated interview and 
self-critique of performance; 

j. other printed materials. 
(See Appendix and Annotated 
Bibliography for more 
information.) 

II. Job-Keepina - This section 
of Preparation for Work focuses 
on reasons for working, 
attitudes and behaviors 
necessary for maintaining a 
job, and paychecks and 
benefits. 

1. Reasons for working- 
Students explore psychological, 
social, and economic reasons 
for working, through: 

a. group discussion; 

b. textbook entitled, Entering 
the World of Work; 

c. other printed materials. 
(See Appendix and Annotated 
Bibliography for more 
information. ) 

2. Students learn attitudes and 
behaviors necessary to 
maintaining a job. Topics 
covered include: being honest, 
attendance and punctuality, 
willingness to work, accepting 
orders and criticism, getting 
along with others, following 
directions, treating easterners 
well, etc. These topics are 
investigated through: 

a. films trips; 

b. field trips to local 
businesses; 

c. guest speakers from the 
business camunity; 

d. textbook entitled, Ottering 
the World of Work; 



e. workbooks entitled, Work 
Attitudes on the Job; 

f. other printed materials. 
(See Appendix and Annotated 
Bibl iography for more 
information.) 

3 . Students acquire an 
understanding of payroll 
deductions and f r in ge benefits 
through: 

a. textbook entitled, Entering 
the World of Work; 

b. group discussion; 

c. otter printed materials. 
(See Appendix and Annotated 
Bibliography for more 
information.) 

- Uiis section of Preparation 
for Work deals with the 
practical aspects of living on 
your own. Atopics of study 
include: finding an apartment, 
banking, shopping, utilities, 
tran sportation, using oaonunity 
services, and grooming. 

1. Finding an apartment, 
shopping , ut il ities , and 
banking are explored through: 

a. textbook entitled, Entering 
the World of Work; 

b. filmstrips which correspond 
with text; 

c. filmstrips and worksheets 
published by Singer; 

d. actual consumer materials; 

e. various workbooks published 
by Janus; 

f . guest speakers (the Bank of 
America will send out a 
representative); 




g. field trips (to grocery 
s.t o re c re d i t union , 
ap ar tme nt s, utility companies, 
etc.); 

h. practice in keeping a 
persona] budget? 

i. other printed materials. 
(See Appendix and Annotated 
Bibl iography for more 
information. ) 

2. Students learn to use 
ccnnunity resources, such as 
police and fixe departments, 
and health-care facilities 
through: 

a. guest speakers; 

b. field trips; 

c. group discussion; 

d. selected printed materials. 
(See Appendix and Annotated 
Bibliography for more 
information.) 

3. Mobility training provides 
students with driver ' s 
education and training in using 
public transportation through: 

a. workbook entitled, Life 
Skills Driving; 

b. Dep art me n t of Motor Vehicles 
publications; 

c. local bus schedules; 

d. practice in using public 
transportation? 

e. other printed materials. 
(See Appendix and Annotated 
Bibl iography for more 
information.) 

4. Students study groaning, 
increasing awareness of 
appearance, and behaviors 
necessary to maintaining an 
acceptable appearance. This 
area is covered through: 



a. guest speakers; 

b. field trips; 

c. textbook entitled, Entering 
the World of Work; 

d. other printed materials. 
(See Appendix and Annotated 
Bibl iography for more 
information.) 

WCFK ADJOSBfENT 

Description of Services 
This is a program which, 
through individual instruction 
and small group interaction, 
helps students to develop and 
maintain the skills and 
behaviors necessary for a 
personal optimum level of 
vocational and social 
functioning. Areas of 
instruction are determined 
according to individual need 
and may include: job-seeking 
and j ob-keeping skills , 
independent living skills, 
communication skills , and 
academic skills which are 
directly related to the 
student's vocational goals. 

Students are referred to Work 
Adjustment by their special 
education teacher or Vocational 
Counselor/Case Manager. Once 
the referral is received, the 
Work Adjustment Specialist 
develops a plan to meet the 
referral request. The referral 
source may request Specialists 
to create a skill, maintain a 
skill, or modify a behavior. 
Work Adjustment Specialists 
meet requests in a wide variety 
of subject areas such as: 
basic math, budget counseling, 
making change , career 
exploration, sex education, 
health education, preparing for 
a specific test (such as the 
Armed Forces Test), mobility 
training, etc. At present, the 
majority of requests have been 
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for mobility training, 
including driver's education 
and using public 
transportation. 

A specialized section of Work 
Adjustment is a program 
entitled, Work Skills. This 
program is designed for 
severely handicapped students 
from junior high school to 18 
years of age. Students work on 
individually determined plare 
based on classroom teacher 
requests. Areas of instruction 
include career exploration and 
development of work 
skills/behavior. 

The special education teacher 
decides how he/she wants 
students to attend the pr o g r am . 
Students may attend 1 to 4 days 
a *eek for 6 weeks or on an 
ongoing basis. The Work 
Adjustment Specialist develops 
an individual plan for each 
student. The Specialist works 
closely with the teacher, 
visiting the classroom to 
observe students in that 
envircnnent, and inviting the 
teacher to visit and observe 
students in the p rogr am . Also, 
daily r ep ort s are sent to 
teachers while students are in 
the p ro g r am . 

Low student/staff ratios 
(raaxiiDum is 4 to 1), allows 
students to be closely 
monitored as they are trained 
by Vocational Specialists in 
real work situations on actual 
job sites in the ocranunity. 
Typical training tasks include 
sorting, cleaning, fast food 
jobs, assenfely line work, etc. 



Policies and Proaockires 

The admission criteria is that 
the student is lacking in basic 
information regarding the types 
of jobs available and the world 
of work and needs to develop 
basic work skills and behavior. 



Referral Ppy^ir? 0 

The special education teacher 
ccnpletes and submits a Work 
Adjustment referral form to the 
Work Adjustment Specialist for 
student to participate in Work 
Skills. 

Intak e and Orientation 

Procedure 

Upon receipt of the referral, 
the Work Adjustment Specialist 
reviews the student's case 
record, discusses the referral 
with the classroom teacher to 
set priorities for services, 
and schedules a starting date 
for services. An orientation 
is held on the first day of 
sendee, at which time services 
are explained to the student 
with an explanation of the 
physical lay-out of the job 
site. 

Program Review 

A Vocational assessment is 
conducted once a month for the 
students participating in Wbrk 
Skills. 

Exit Criteria 

Work Skills Program services 
are terminated when: 
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a. Ttasdning, objectives have 
been met; or 

b. The Work Adjustment 
Specialist and referral source 
agree to terminate services due 
to medical reasons, excessive 
behavior problems, excessive 
absences , scheduling 
difficulties, etc. 

See Appendix for sanple farm 
and letters. 

Strategies, Methods, and 
Materials 

Work Adjustment Specialists 
work with students in subject 
areas such as mobility 
training, basic math, grooming, 
health education, job-seeking 
skills, work attitudes, etc. 
Students work on individually 
determined objectives through: 

a. individual tutoring; ' 

b. small group instruction; 

c. field trips; 

d. practice in using public 
transportation; 

e. driving simulators and 
behind the wheel training; 

f. workbook entitled, life 
Skills Driving; 

g. materials printed by the 
Department of Motor Vehicles; 

h. practice in taking written 
portion of driving test; 

i. CAPC-develcped materials 
which include worksheets, 
transparencies, and cassettes; 

j. other printed materials 
specific to stated objectives. 
(See Appendix and Annotated 
Bibliography for more 
information.) 



m Work Skills, students work 
on individually determined 
behaviors through: 

a. training in real job 
situations on actual job sites; 
and 

b. printed materials specific 
to stated objectives. 

Description of Services 

This p rogr a m is designed for 
students between the ages of 18 
and 22 who have not yet 
mastered the skills necessary 
for independent living. It 
enables these students to live 
and. work as independently as 
possible by providing extensive 
"hands-on" training in the 
community in addition to 
classroom instruction. 
Students receive vocational, 
domestic , consumer , and 
mobility training. 

The goal of this pr ogr am is for 
students to master as many 
independent living skills as 
possible. Instruction is 
designed to maximize 
independent functioning in the 
home, in the cccnunity, and on 
the job. This is taught 
through application of skills 
in the community to the 
greatest extent possible. 
Students work in classrooms 
only when they are not ready to 
be in the ccmaunity. All 
students work toward 
(repetitive employment. If it 
is determined that a student is 
not yet capable of obtaining 
competitive employment, the 
following alternatives are 
cons idered : supportive 
employment, composite 
employment, work crews, or 
volunteerism. 
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Students are usually referred 
to the program by special 
education teachers or CAPC 
staffs although sane adult 
students are referred through 
Regional Center. Students 
usually have been through 
Vocational Evaluation and 
Preparation for Work, and 
usually have completed 4 years 
of hl^h school but have not yet 
graduated. Once they are in 
the program, vocational, 
dcttastic, consumer, and 
mobility skills are evaluated. 
The skills they need to develop 
are determined, and a specific 
instructional plan (IEP) is 
designed. This plan may 
include writing differential 
standards for high school 
proficiencies. After the plan 
is desired, implementation, 
monitoring, and evaluation of 
program effectiveness begins. 
Individual programs may include 
the following areas of 
instruction: vocational , 
domestic, consumer, and 
mobility. 

1. Vocational 

Once the student has been 
evaluated and the vocational 
goals have been determined, 
implementation of vocational 
training and placement is 
handled through Job Development 
and Placement. The Transition 
Instructor may provide 
instruction in job-seeking and 
job-keeping skills, and 
academic skills directly 
related to their job, as 
needed. See Appendix for 
detailed list of objectives 
which could be covered. 

2. Pcmastic 

The Transition Instructor 
provides instruction in: 



hygiene, gj^ocming, laundry, 
meal planning , cooking , 
cleaning, etc., based on 
individually determined needs. 
See Appendix for detailed list 
of objectives which could be 
covered. 

3. Consumer 

Students receive instruction in 
shopping, banking, budgeting, 
finding a place to live, 
utilizing recreational 
facilities, etc., as needed. 
See Appendix. 

4. Mobility 

Qriascla fftr^igr? 

Transition Instructors provided 
training which will enable 
students to obtain a driver's 
license. Instructional needs 
are individually determined, 
and may include: vocabulary 
development, reading, traffic 
rules, simulated behind-the- 
wheel practice, etc. See 
Appendix. 

Public Transportation 

Students receive instruction in 
using locally available public 
transportation. Typically, 
they learn to read bus 
schedules, plan routes, and 
practice getting to and fran 
desired destinations safely and 
on time. See Appendix. 

Orientation and Mobility 

An Orientation and Mobility 
Specialist works with CAPC to 
train visually impaired 
students. The Specialist 
assesses students' visual 
abilities, identifies 
orientation and mobility goals, 
and trains the student to get 



around as independently as 
possible. Training may include 
but is not limited to: 

a. learning to get around the 
Center; 

b. learning to get around the 
oonnunity; 

c. street safety; 

d. shopping (orientation to 
local stores , navigating 
aisles) ; 

e. using public tran spor ta tion; 

f . orienting to work site; 

g. cane travel. 

5. Recreation/leisure 

Transition instructors provide 
instruction in the use of 
community resources for 
recreation and leisure, This 
instruction includes using 
YMCA/YWCA facilities for 
swimming, exercise, fitness 
instruction; also, instruction 
on the use of health spas and 
community recreation 
facilities. Students receive 
instruction on the use of 
museums, movies, and live 
theater. Strategies include: 
Visits to health facilities; 
obtaining admission to Center 
(may include membership) ; 
practice in use of facilities; 
participation in group leisure 
activities ; and necessary 
safety training (CER) for 
recreational activities. 

6. Oonraxnity/Consuner 

Transition instructors provide 
ins tru ction in the use of 
ocwnunity retail outlets for 
making purchases. Students are 
instructed in the use of their 
local grocery store, drug 
store, and department store. 
It is important to provide 



instruction in the actual use 
of retail outlets that they 
will use because students 
frequently have difficulty 
generalizing to different 
stores. The goal of this 
instruction is to have the 
students mate purchases without 
assistance. Strategies used 
include trips to the actual 
stores that students will use; 
a coaching process to assist 
them in selecting goods and 
purchasing those goods; using 
money and collecting change. 
7. Social/Sexual 

Transition instructors provide 
training in social skills and 
app ropr i ate understanding and 
expression of sexuality. 
During social skills training, 
students receive instruction in 
the discrimination of strangers 
and friends. How to 
effectively respond to others 
to be safe in the ocnwmity. 
Students receive instruction in 
the physiology and sccial 
significance of siexuality. 
Appropriate expressions of 
sexuality are also presented. 

Policies and Procedures 

The admission criteria is that 
the individual be a WACSEP high 
school student between the ages 
of 18 and 22 or an adult client 
of the local Regional Center 
who lacks vocational, domestic, 
consume,' and/or mobility skills 
necessary for independent 
living. 

Referral Procedure 

The special education teacher 
or a rarber of the GAFC staff 
verbally refers the student to 
the Transition Instructor. 
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Intake and Ori entation 

Baaaflgs 



Strategies , Methods, and 
Materials 



Upon receipt of the referral, 
the Transition Instructor 
dinnisgoo the referral with the 
referral source to establish 
priorities for services, goals, 
elective?, and schedules for 
activities. The Transition 
Instructor then meets with the 
student, and possible the 
parents, to explain the 
services to be provided. . 

Program Flap 

The Transition Instructor 
jointly develops the Tradition 
ISP objectives with the stuaent 
and perhaps the special 
education teacher and parents. 
Specific training plans a*e 
then developed " hj the 
Tranaition teacher to meet the 
objectives. 

She student's IEP .is reviewed 
semi--anrMalIy. 

RqX Criteria 

Services are tenoinajr^d: 

a. in the case of WACESEP 
students, when he/she graduates 
from high school or ir 22 years 
old; or 

b. when the Transition 
objectives have been met; or 

c . when th^ Transition 
Instructor and referral source 
agree to terminate services due 
to medical reasons, v behavior 
problems, excessive' abesnces, 
scheduling difficulties, etc. 

See Appendix for sample forms 
and letters. 



Students in this program work 
toward individually determined 
objectives through small group 
and individual instruction. 
S ince the students have 
difficulty generalizing skills 
learned in the classroom to 
ocsnunity sites, the majority 
of the evaluation and 
instruction are conducted in 
the oennunity. CAPC enphasizes 
the importance of using real 
vocabulary, real materials, 
real situations, real job 
sites, real shopping malls, 
etc. , to provide instruction. 

Evaluation 

Evaluation of independent 
living skills is primarily 
conducted in the camunity by 
taking students out and 
actually seeing how well they 
can function. can they use 
public transportation, shop, 
bank, prepare a meal, etc.? 
Other methods of assessment 
include: 

a. reviewing relevant paperwork 
from Vocational Evaluation, 
Preparation for Work, Regional 
Center , medical reports , 
psyctetf ^ \cal reports, etc.; 

b . meeting with student , 
parents , and teacher to 
determine needs and interests; 

c. see hew well the student can 
use actual printed materials 
such as bus schedules, written 
test for driver's license, 
d ep osit slips, newspaper ads, 
etc. 




Vocational 

Students are referred to Job 
Development and Placement for 
job training and placement in 
the oconunity. Transition 
Instructors provide additional 
instruction in vocational areas 
as heeded. This nay include 
instruction in job-seeking, 
job-keeping, and/or academic 
skills directly related, to 
their job, such as making 
change or reading certain types 
of vocabulary. Also, the 
program can provide an aide to 
stay with a student during work 
training when needed. It is 
sometimes a selling point with 
employers if you can tell them 
that you hove a student that 
needs training and an aide will 
stay with hia^/her if the 
employer wishes. 

Training is provided through: 

a. individual and small group 
instruction; 

b . w r ea 1 - 1 i f e w printed 
materials specific to 
individual need. 

EMfl?ff £ic 

Domestic training includes 
instruction in areas such as 
hygiene, grooming, laundry, 
meal planning,, cooking, 
cleaning, etc. Again, CAFC 
stresses the need for 
cc oununity-based instxixtion. 
It is important that domestic 
training take place in the 
student's residence and not in 
a heme economics classroom. 
Students may not be able to use 
a stove or dishwasher at heme 
if they have been trained on a 
different type in a classroom. 

Training is provided through: 

a. individual and small group 
instruction; 



b. "real-life" printed 
materials such as cookbooks and 
instructions printed on 
consumer goods. 

Consumer 

Again instruction is cxmnunity- 
based, utilizing local grocery 
stores , malls, banks , 
recreational facilities, etc. 
Students are instructed in the 
classroom only if it is 
determined that they are not 
ready for the ocmnunity. When 
using printed materials,, actual 
consumable materials are 
utilized. It is important that 
students be instructed in the 
actual facility they will be 
using. For example, they 
should learn grocery shopping 
at the local market that they 
will be using since they may 
not be able to transfer 
learning from one market to 
another. The same is true for 
banks , nails , recreational 
facilities, etc. 



Mobility 

Students are instructed in the 
octcunity in local facilities, 
using actual materials for the 
type of transportation they are 
learning. Three types of 
mobility training are offered. 

a . Driver ' s Education- 
Students receive individual and 
small group instruction. They 
use materials printed by the 
D ep artment of Motor Vehicles, 
such as handbooks and samples 
of written tests. They also 
receive behind-the-wheel 
training using a driving 
simulator. 

b . Public Transportation- 
Students receive individual and 
snail group instruction. They 
use actual bus schedules to 
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plan routes and practice 
getting to and frca the places 
they live, work, stop, etc, A 
"shadowing* process nay be 
utilized to train students 
while actually out traveling in 
the ocnuunity. Students are 
also taught hew to ask for help 
if lost, to carry proper 
identification, and/or to use 
communication aids (written 
messages, picture cards, 
typewriter-type oewmmicator) 
if necessary • 

c. Orientation and Mobility- 
An Orientation and Mobility 
Sp ec ia l ist provides cne-cn-one 
instruction to visually 
impaired students,, training 
then to get around their home, 
oenramity, school, and/or place 
of work as needed. 
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APPENDIX A 
CAREER EDUCATION 

1. Project Discovery Guidelines 

2* General Procedures for i reject Discovery Technician 

3. Letters to schools asking if they want Project Discovery on campus 

4. Letter to teachers regarding Project Discovery's arrival on campus 

5. Letter to administrators notifying of Project Discovery's departure 

6. Letter to teachers to evaluate Project Discovery 

7. Project Discovery packages available in mobile unit 

8. Project Discovery Schedule 

9. Project Discovery Daily Log 

10. Project Discovery Mid-schedule Report 

11. Project Discovery Summary Sheet 




CAREER ASSESSMENT AND PLACEMENT CENTER 



PROJECT DISCOVERY GUIDELINES 
FOR SUPERVISORS AND TEACHERS 



The rules for the "classroom management" of the trailer are as follows: 

1. No more than 5 special education students per adult (no exception). 

2. An aide or teacher must actively assist the Vocational Specialist whenever 
one-on-one instruction is necessary. 

3. There will never be more than 5 students in the trailer at any one time. Class 
size must be limited for safety reasons and to provide one-on-one 
instruction. 

4. Learning in the trailer is a privilege for students; if they are not interested and 
cooperative, they will Ipse the privilege. 

5. Acting out and/or destructive behavior will not be tolerated. 

6. Students must spend the last 5 - 10 minlrtes of each class on clean-up tasks. 

7. The Project Discovery Specialist reserves the right to limit the number of 
students if, in her judgment, learning is being jeopardized by the largeness 
or behavior of the group. 

8. Special education students have top priority when determining what student 
population is to use Project Discovery. 

ASSIGNMENT OF STUDENTS 

1. Never assign a student for 5 days per week. 

2. Ideally, students should be scheduled for single period combinations like 
Monday, Wednesday, or Friday, or 2-day combinations like Tuesday and 
Thursday. 7 

3. Students may be scheduled for double periods for no more than 2 days per 
week. Ideally, this would be Tuesday or Thursday, or any 2-day combination 
(high school only). 

4. If possible, students should attend the trailer 2 - 3 days per week for 5 
weeks. 



Note to Supervising Teachers and Aides: 

1. If supplies are getting low or are missing, please notify the Project Discovery 
Specialist or the Project Discovery Supervisor, Karen Spradlin at (213) 698- 
8121, extension 320. 

2. If problems or q-cjtions arise, please feel free to discuss them with one or 
both of us. 

3. All teacher? ~ aiJes using the trailer must attend the Project Discovery 
Onentation (purpose, goals, objectives, and units available) given the first 
Tuesday of the school's schedule. At this meeting you will be given Student 
Information Sheets, which are to be returned to the Specialist prior to the 
instructional session of your students. 
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GENERAL PROCEDURES FOR PROJECT DISCOVERY TECHNICIAN 



1. Roll call procedures and lists 

2. Explain rules and regulations 

a. Attendance and tardiness 

b. Class behavior 

1) Excessive talking 

2) Disruptive. behavior 

3) Misuse of equipment Cr wasting materials 

4) Misbehavior may result in a return to classroom or suspension 

c. , Ten minute cleanup period 

3. Provide an orientation to the trailer (purpose, goals, objectives, and units 
available). 

4. Give pre-test (if student will use 3 or more units). 

■ 5. Give selection sheet for 1st, 2nd, and 3rd choice of units. 

6. Make a record of the names of students using the various units. 

7. Every 2-3 weeks, we should inventory supplies and replenish if needed. 

8. Period ; c reporting (written or verbal) to the teachers "involved is required, 
and is significantly important. 

9. Give students the post-test (same as pre-test) after all units are completed. 

10. At the conclusion of each session, complete the Project Discovery Summary 
Sheet. The white copy goes to the teacher, yellow copy to the Project 
Discovery Director, pink copy to the Vocational Counselor. 

11. The last two days of each session will be spent finalizing reports, inven- 
torying, and preparing the trailer for its move to another campus. 

12. On the day of the trailer move, make sure you are present at the designated 
time 'with a key in your possession. Pick up the campus key and give it to the 
person in charge at the new location. 

13. The health and care of your students is paramount— know where the Health 
office is located on campus, what the campus fire drill and disaster drills are, 
and where the first aid kit is located. Any emergency should be reported to 
Jill Kerl at the Career Assessment and Placement Center as soon as possible. 

1*. At least once a week, come to the Center and pick up reports, memos, 
communication, etc., which are placed in your box. 

15. Attend staff meetings whenever possible. 

16. Technician absence from trailer during the school day, if at all possible, this 
should be avoided. However, when it is a necessity, the teachers and students 
must be notified in advance. This is extremely important in the communica- 
tion process, and in the maintenance of positive interpersonal relationships. 
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9401 South Painter Ave. • Whittler, California 90605 • (213) 698-8121 
Dan Hulbert, Rehabilitation Services Administrator 
Date: 



TO: Special Education Directors or Campus Administrators 

Involved with Project Discover/ 

FROM: Ed Vanderhoven, Work Adjustment Specialist 

SUBJECT: Project Discovery Schedule for next year 




As our current semester draws to a close, we need to formulate plans for next 
year. In order to adequately plan, I need to have you fill out the bottom portion, 
and return it to me as soon as possible. 



NAME 
SCHOOL 



My preferences are: 

1. Skip this coming year. 

2. Have a five-week session. 

3. Have a six-week session. 

1 *• Have a seven-eight week session. 

I would prefer: 

1. Semester one 

2. Semester two 

Other requests: 



Preference priority (those who 
were not scheduled this past 
year): 



NOTE: Those who had Se- 
mester 1 this year may have to 
alternate with those having had 
Semester 2 as their assigned 
semester. 



/A 
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Please return to Career Assessment and Placement Center C/O Ed Vanderhoven, 
Work Adjustment Specialist. 

A-3 

A JOINT VENTURE OF 

Whlttler Area Cooperate Special Education Program and Whittler Union High School District 
Accredited by the National Commission on Actuation of Rehabilitation Facilities 
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/TO: Principals 

Assistant Principals 

Special Education Department Charipersons 

FROM: Ed Vanderhoven # 

Work Adjustment Specialist 

SUBJECT: Project Discovery Mobile Unit 



^ n ar- : »— » the trailer will be moved to your 

campus. The location must be adjacent to a 220 outlet, and the campus operations 
supervisor must be there to connect the electricity. Arrival times are usually 
between 9:00 - 11:00 a.m. 

We will be on your campus until f j he 

el-ctricity will have to be disconnected before 10rf)0 a.m. ai that date. * 

We look forward to serving you and your studer.ts, and we expect continued 

mf 3£ S Disc ? ve 7 0 Pr°gram. If you have any questions, please call 

me at (213) 698-8121, extension 320. 

Thank you! 

EV/nh 
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TO: Assistant Principals; Business and Curriculum 

FROM: Ed Vanderhoven^Work Adjustment Specialist 
SUBJECT: Project Discovery Mobile Unit 



On Friday, , , the trailer will be moved from your 

campus. The campus operations supervisor must disconnect the electricity cable 
prior to 10:00 aura, on that date. Also, roadways, gates, etc., must be cleared to 
facilitate the unit removal. 

We've enjoyed our stay on your campus, and we are confident that this has been a 
valuable experience for your school. We look forward to serving you and your 
students in the future. If you have any questions, please call me at extension #320 
at Sierra Education Center. 

Thank you. 

EV/nh 
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WHITTIER UNION HIGH SCHOOL DISTRICT 

Whittier, California 
Career Asmwnent and Placement Center 



TO: Special Education Teachers 

FROM: Karen Spradlirv 
Career Educator 

SUBJECT: Project Discovery Mobile Unit 

To assist me with evaluating both the effectiveness of the unit itself and the efficiency of the 
Vocational Specialist, would you please take a few moments to answer the following questions 
or to make any comments you feel are necessary. Upon completion, please return to me at 
the Career Assessment and Placement Center— Sierra Education Center. 

Thank you. 

I. PROJECT DISCOVERY MOBILE UNIT 

A. Overall Rating: 

. Excellent 

Good 

Poor 

Fair 



B. Comments and/or recommendations: 



n. VOCATIONAL SPECIALIST 

A. Overall Rating:, . 

Excellent 

Good 

" Poor 
Heir 



b. Comments and/or recommendations for next year: 



Teacher's Nsme (Optional) Date School 
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STUDENT'S NAME DATE" 



TEACHER'S NAME ~~ period 



PROJECT DISCOVERY PACKAGES AVAILABLE DM MOBILE UNIT 



Please number your first three choices in order of preference: 



1. 


Accounting and Bookkeeping 


11. 


Medical Emergency Services 


2. 


Auto Body 


12. 


Medical Patient Care 


3. 


Careers in Law Enforcement 


13. 


Plumbing 


*. 


Dental Care . 


1*. 


Sewing 


— 5. 


-Drafting 


15. 


Skin and Nail Care 


6. 


Exploring Greenhouse Work 


16. 


Small Engine Repair 


7. 


Filing 


17. 


So You Wanna Be an Artist 


8. 


Hair Care and Styling 


18. 


Trucking 


9. 


Mail Handling 


19. 


Upholstery 


10. 


Masonry 


20. 


Waiter/Waitress 






21. " 


Basic Typing * 



* Not Project Discovery Module 
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SCHOOL: 

DATE OF SERVICE: From To 



PROJECT DISCOVERY SCHEDULE 

. *An aide needs to be present when five or more students are scheduled per period 



HOUR 


MONDAY 


TUESDAY 


WEDNESDAY 


THURSDAY 


FRIDAY 




I* 


f 


t 

1. 


1. 


1. 




Cm 


"> 
£• 


2. 


2. " 


2. 




a 


•a 
J* 


3. 


3. 


3. 




4. 


«. 


4. 


4. 


4. . 






c 

5. 


5. 


5. 


5. 






C 
D. 


6. 


6. 


6. 




7 


/. 


7. 


7. 


7. 




8. 


8. 


8. 


8. 


8. 


1 COLI ICI 












Aide 












Third 


1. 


1. 


1. 


1. 


1. 




2. 


2. 


2. 


2. 


2. 




3. 


3. 


3. 


3. 


3. 




4. 


4. 




4. 


4. 




5. 


5. 


5. 


5. 


5. ' 




6. 


6. 


6. 


6. 


6. 




7. 


7. 


7. 


7. 


7. 




8. 


8. 


8. 


8. 


8. 


Teacher 












Aide | 
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PROJECT DISCOVERY 
DAILY LOG 

DATE: 


p ' DATE 


PER. 


STUDENT 


TFAPHFR 




COMMENTS 






























■ 






• 
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PROJECT DISCOVERY MIDSCHEDULE REPORT 



1 

NAME 


TEACHER 


UNITS COVERED 


COMMENTS 
















■ 




• 












• 
















■ 






• 
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PROJFCT DISCOVERY SUMMARY SHEET 

NAME: ; SCHOOL: 

1. I began working with Project Discovery on 



[Date] 

2. I have worked on the following Project Discovery packages: 

Teacher/Technician Consents 

a. 

b. [ 

c. 

d. 

e. 



3. Project Discovery packages are hard to follow: Yes No 

4. Project Discovery packages are easy to use: Yes No 

5. My favorite package was: 

because 

6. My least favorite package was: 

because 



7. Project Discovery exploration has helped me because: 



8. Project Discovery exploration has helped me know more about different 
occupations: Yes • No 

9. Three jobs I am interested in are: 

a. 

b. 

c. 



10. Project Discovery exploration has helped me know more about my own abilities 
and interests: Yes No 

11. I completed work with Project Discovery on: 



(Date) 

Legend 
ie - Tec 
low - Pr 

ERJC Pink - Counselor A _ n 



go White - Teacher 

Yellow - Project Disc. Ctr. 



APPENDIX B 



PREPARATION FOR WORK 



Position Description - Work Adjustment Specialist 

Position Description - Vocational Specialist 

Parent Permission for Off-Campus Activities 

Preparation for Work Class - an overview of the program 

Preparation for Work - Grade Sheet (Career Exploration and Job Seeking 
Skills) 



Preparation for Work - Grade Sheet (Independent Living Skills and Job 
Keeping Skills) 



WH1TT1ER UNION HIGH SCHOOL DISTRICT 
Whittier, California 



POSiTION DESCRIPTION 



Date Prepared: . 
Position Title; 
Department; 
Program: 



•October 1, 1985 
Work Adjustment Specialist 
Educational Services - Pupil Personnel Services 
Career Assessment and Placement Center 



Function: 

Under the general direction of the Rehabilitation Services Administrator, provides 
direct educational, vocational, and social services to develop and maintain the 
skills and behaviors necessary for optimum level of vocational and social develop- 
nent of disabled individuals. In consultation with other staff,. State Department of 
Rehabilitation personnel, and other pertinent agencies and individuals, develops, 
implements, and executes an individualized work adjustment treatment plan for 
disabled individuals. Coordinates and manages the Project Discovery career 
exploration services. 



Reporting Relationships: 

Reports To: Rehabilitation Services Administrator 
Supervises: Vocational Specialist (i) 
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RES P ONSIBILITIES 

1. To develop, Implement, and modify, as 
necessary, group and individual work 
adjustment programs. 



2. To provide group and individual instruc- 
tion and training in order to execute 
the work adjustment training plans. 
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| AUTHORITIES 

i 

j 1.1 To request background Information from 
( school personnel, parents, and public and 
j private agencies. 

! 

; 1.2 Tr review referrals and recommend 
appropriate work adjustment services for 
the referred individual. 

1.3 To develop end document work adjust- 
ment training plans and progress reports 
in order to attain educational, soclal f 
prevocational, and/or vocational objec- 
tive. 

1.4 To coordinate instructional and training 
objectives, plans, and activities with 
Career Assessment and Placement 
Center staff and classroom teachers. 

1.5 To recommend the purchase of equip- 
ment and supplies for developing, main- 
taining, and upgrading of work adjust- 
ment services to the Rehabilitation Ser- 
vices Administrator. 

1.6 To request participation and attendance 
at workshops, conferences, etc., to keep 
current on work adjustment trends, prac- 
tices, and research. 

1.7 To participate in client/student, parent, 
and teacher conferences and provide 
input on work. adjustment services. 



2.1 To schedule training instruction with 
teachers, parents, and students/clients; 
and instructional and training time with 
employer*: , 



STANDARDS OF PERFORMANCE 

1.11 Work adjustment services receive a 
90% or better positive response in 
the annual performance evaluation 
survey conducted with school and 
referral personnel and service con- 
sumer. 

1.12 All work adjustment referrals will 
be reviewed, accepted or rejected, 
and recommendations made for 
work adjustment services within 3 
working days of the referral date. 

1.13 AH clients/students receiving wc/k 
adjustment, services will have a 
written work adjustment training 
plan that complies with CARF 
requirements; to be written and 
included In the CAPC central file 
within 5 working days of initiation 
of service. 

1.14 . Progress reports will be written on 

all work adjustment clients/students 
on a monthly basis and whenever 
- there is a change in training objec- 
tive^ location, instructional meth- 
ods, or upon completion of services. 

1.15 Copies of all training plans and 
progress reports will be distributed 
to the referral source and other 
appropriate individuals. 



2.11 .Work adjustment services will begin 
with all accepted clients/students 
within 1 week of the referral date v 
as client's schedule permits or as 
recommended by the referral 
source. 
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RESPONSIBILITIES 



3. To manage the Project Discovery 
Mobile Classroom. 



ERLC 
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AUTHORITIES 

2.2 To request instructional and training 
assistance from Vocational Specialists 
and provide direct supervision to the 
Vocational Specialists in the execution 
of work adjustment training plans. 

2.3 To develop, organize, and evaluate cur- 
riculum for the work adjustment pro- 
gram! including the Preparation for Work 
course. 

2.4 To schedule and supervise instructional 
and training activities within the com- 
munity. 

2.5 To request, parental authority to provide 
instruction and training in the com- 
munity. 

2.6 Tp transport students to and from 
instructional and training activities in 
the community. 

2.7 To confer with employers, teachers, and 
training instructors concerning methods 
to implement the training program. 

2.8 To terminate instruction or training 
• when it is determined by the Work 

Adjustment Specialist, in consultation 
with the referral source, that the train- 
ing objectives are not attainable in a 
reasonable amount of time. 



3.1 To recommend the purchase of equip- 
ment and supplies. 



2.12 



2.13 



2.14 



STANDARDS OF PERFORMANCE 

Parental authorization for instruc- 
tion and training in the community 
will be obtained in writing prior to 
the occurrence in all cases. 

70% of work adjustment training 
objectives will be met upon comple- 
tion of work adjustment services. 

The Preparation for Work course 
curriculum will be reviewed, evalua- 
ted, and modified, as necessary, by 
the end of each semester. 



3.11 



By June 30 of each year, per- 
formance appraisals will be com- 
pleted with the Vocational Special- 
ists, giving direction for closing the 
developmental gap. 
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RESPONSIBILITIES 



7G 
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AUTHORITIES 



3.2 To assign and . delegate duties and 
responsibilities to the Vocational Spe- 
cialist. 



3.3 To maintain and inventory of equipment 
and supplies in the Project Discovery 
Mobile Classroom. 

• ■ 

3.4 To participate in the selection process 
for filling the Vocational Specialist posi- 
tion openings. 

3.5 To, provide supervision to the Vocational 
Specialist, including performance 
appraisals. 



STANDARDS OF PERFORMANCE 
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WHITTIER UNION HIGH SCHOOL DISTRICT 
Whittier, California 



POSITION DESCRIPTION 



Date Prepared : 
Position Title : 
Department : 
Program s 



October 1, 198* 
Vocational Specialis 

Educational Services - Pupil Personnel Services 
Career Assessment and Placement Center 



Functio n: 

Under the general direction of the Center's Work Adjustment Specialist, provides 
assistance to the Career Assessment and PJacement Center's Career Educators, 
Vocational Counselors, Work Adjustment Specialists, and Independent Living Skills 
Instructor. 



Reporting Relationship s: 
Reports To: 



Career Assessment and Placement Center's Work Adjustment 
Specialist 



Supervises: No c 



ERIC 
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RESPONSIBILITIES 

1* To assist the Vocational Counselors in 
carrying out the vocational training 
programs for disabled clients/students. 



2. To c jsist the Work Adjustment Special- 
ists in carrying out work adjustment 
training plans for disabled clients/ 
students. 



3. To assist in carrying out the inde- 
pendent living and prevocational 
instructional program for severely dis- 
abled students* 



4. To assist, as requested, in meeting the 
objectives of the Career Assessment 
and Placement Center (C/\PC. 



AUTHORITIES 

1.1 To schedule clients/students for various 
activities in the assessment/instructional 
process. 

1.2 To transport disabled clients/students. 

1.3 To process evaluation forms for clients/ 
students in the work setting. 

1.* To provide feedback with Vocational 
Counselors regarding client progress. 



2.1 To provide instructional and training 
assistance for client/students who are 
working on job sites. 

2.2 To aid instructors in providing individ- 
ualized instruction/evaluation for 
clients/students. 

2.3 To assist in the supervision of clients/ 
students in the instructional setting. 



3.1 To aid instructors in providing individ- 
ualized instruction for students. 

3.2 To aid instructors in supervising students 
in mobility training and community 
based independent living and prevoca- 

n tional training. 



4.1 To carry out activities, as requested by 
the Center's Work Adjustment Special- 
ists, Office Manager, or Rehabilitation 
Services Administrator. 



STANDARDS OF PERFORMANCE 

1.11 All clients/students will be sched- 
uled for needed activities on a 
timely basis. 

1.12 All clients/students will receive 
transportation as requested/needed. 

1.13 All evaluation forms will be sub- 
mitted when due. 



2.11 At! clients/students on job sites will 
receive aid as requested by instruc- 
tors. 

2.12 All clients/students in prevocational 
and vocational training will receive 
supervision/instruction as requested 
by instructors. 



3.11 All severely disabled students will 
receive help as required by instruc- 
tors. 

3.12 All severely disabled students in 
mobility training and community 
based independent living and pre- 
vocational training will receive 
adequate supervision. 



4.11 All activities related to the fulfill- 
ment of the objectives of the CAPC 
will be done within the assigned 
time frames, as requested by the 
Center's Work Adjustment Special- 
ists, Office Manager, or Jlehabilita- 
tion Services Atiministrc^B 
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CAREER AS$E$$Y\EMT 
# © PLACE3MENTC£MIER* 

9401 South Painter Ave. • Whittier, California 90605 ♦ (213) 698-8121 
Dan Huibert, Rehabilitation Services Administrator 



Dear Parents: 

Your son/daughter is enrolled in a Preparation for Work class which provides 
instruction in career exploration, employment preparation and development, and 
independent living skills. As a regular activity, we will be instructing your child in 
community experiences outside the classroom. These experiences may include 
money handling, bus travel, tours of various job sites, and use of community 
services. This training will provide a practical application of skills that have been 
presented in the classroom* 

So that he/she may participate in some community experience, it may be required 
that an instructor transport your child by automobile or that he/she make use of 
public transportation facilities or District transportation. I would appreciate your 
permission for your child to participate in this Preparation for >Vork training 
program. 

Please detach and return the following authorization and do not hesitate to contact 
me with any questions or concerns. 

Thank you. 

Sincerely 



Dan Huibert 

Rehabilitation Services Administrator 

I. 

DH:jk 



My child has my permission to participate in any off-campus Preparation for Work 
training activities arranged by the Preparation for Work Instructor. 



Student's Name Signature of Parent/Guardian 
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Date 

8/8/> B- 



A JOINT VENTURE OF 



ERIC 



Whittier Area Cooperative Special Education Program and Whittier Union High School Olstrlct 
Accredited by the National Commission on Accreditation of Rehabilitation Facilities 



PREPARATION FOR WORK CLASS 
JixttTS 



1. Career Exploration 

a. Interests, Values, Abilities 

b. Information c Various Careers 

2. Job Seefcins Skills 

a. How To Find A Job 

b. Job Applications 

c. Resumes 

d. Job Interviews 

3. Independent Livrng Skills 

a. On Your Own (Apartment, Shopping, Banking) 

b. Emergency and Community Services 
Cm Mobility 

d. Grooming 

4. Job Keeping Skills 

a. Why Work? fhs Work World 

b. Work Attitudes and Habits 

c. Getting Along 

d. Paycheck and Benefits 

5. Evaluation 

a. Work Samples 

b. Psychological Testing 

c. Career Exploration 

d. Situational Assessment 

3/83 
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ASSESSMENT AND PLACEMENT CENTER 
PREPARATION FOR WORK CLASS 



STUDENT: 



DATES OF SERVICE: 



SCHOOL: 



From 



To 



TEACHER: 



UNITS : 

1. Job Keeping Skills 

a. Why Work the Work V/orid 

b. Work Attitudes and Habits 

c. Getting Along 

d. Paycheck and Benefits 

2. Job Seeking Skills 

a. How to Find a Job 

b. Job Applications 

c. Resumes 

d. Job Interviews 

ACADEMIC GRADE: CITIZENSHIP GRADE: 

Absences: 

Tardies: 

Cuts: 



COMMENTS: 



Work Adjustment Specialist ' Date 

Distribution: Central file; Work Adj. Spec? Student; Teacher 





05/87 
B-5 
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CAREER ASSESSMENT AND PLACEMENT CENTER 
PREPARATION FOR WORK CLASS 



TEACHER: 



UNITS; 

Independent Living Skills 

a. On Your Own (Apartment, Shopping, Banking) 

b. Emergency and Cv.wnunity Services 
c Mobility 

d. Grooming 

ACADEMIC GRADE: CITIZENSHIP GRADE:. 

Absences: 

Tardies: 

Cuts: 



COMMENTS: 



STUDENT: 



DATE3 OF SERVICE: 



SCHOOLt 



From 



Work Adjustment Specialist 



Date 



Distribution: Central file; Work Adj. ~pec; Student; Teacher 



05/87 
B-6 
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APPENDIX C 
PREPARATION FOR WORK 
Job Seeking Skills 

Career Exploration 

Work Values 



• 
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CAREER ASSESSMENT %A*N D PLACEMENT CENTER 

• WMITTIW. CA 90«0» • <*«3> •••*«l*t 



ft 401 SOUTH PAINTY* AVCNUC 



# 



DAN «UUMT 
HKMA«iur<trtON tmvic- « aomimi»t*atq« 



JOB SEEKING SKILLS CLASS 



UNIT ONE 
DAY 1: ORIENTATION 



What we f il do - (over-view) 

Get acquainted: have students get in pai ' >; interview one another; 

find out all they can in a couple of minutes. 
Have them introduce each other to the rest of the 
class* 



DAY 2: WHAT"S WORK? 



What's a 300 and job categories 

Different typ* s of job - different jobs for different people 
What's your job goal: each student states job goal or obf active 

lf Your interest's, wishes and happiness determine «rtiat 
you actually do well, more than your intelligence, 
aptitudes, or skills do. The strength of desire is 
the most important criteria for choosing a job. If 
you do work you realty feel good about, and a~ your 
highest level of skills that you can, you are bound 
to do an outstanding job." 

Possible questions: 

1) If you could have any kind of job* what would it be? 
(Not what can you do.) 

2) What kind of job do you want when you're 25, 35, 45, 55? 

3) What kind of things make you UNHAPPY? 

Things I can control Things in control of others (Fate) 




RJC 



4) What are some of your dreams or fantasies n 

5) Before I die, I want to. . . 

6) If you could wor u anywhere in the world, where would it be? 

7) What's more important: lots of $ or lots of friends? 

WHY WE WORK^ 

Why do you want a job? 

BRAINSTORM - Why people work 

i.e. tt make $; self-respect: importance; necesities, luxuries; 

friends; place in community; independence; establish identity; 

self -worth; etc. 

A JOINT VENTURE Of ss 

WHITTIt* AACA COOFf AATiVt SWtCUL EOUCaTIOM P*pa*A>4 AMD WHlTftW UNION HtaW SCHOOU OlSTAICT 



Work at Home Worksheet 

1. i>iaine the jobs, and chores you do at "home. 

. ■ 

2. Name jobs outside the home that are similar and require the same skills- 

• • • 

3. What do you like about these jobs? 

4. What don f t you like- about these jobs? 

• - * * 

5. What other jobs at home would you rather do? 
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CAREER SEARCH 



J08 TITLE 



Name 



Teacher 
Oats 



Per. 



Grade Level 



dsn 



Exactly what ooes the .worker oo? (List outies.) 




H 2. What INTERESTS are necessary? 



3« Which or these interests 
oo YOU have? 



Uv/hat APTITUDES, A8ILITIE5 ano SKILLS 

ll ARC NEEOEO? 
5? 



Which of these aptitudes? 



Education and Training 
required: 




] I COLU'CE IM ??*f, WHAT 
b'A >S YOUR 6.P.A.? 



J-1 



Are you willing ano 



A8LE TO CO TO COLLECE-.; 



•3 1 




H7« List colleges or traoe schools*. \ £fc 

U THAT TEACH THIS: 



List fringe seme? i ts 



Average salary or 
wages ?aio: 



WORK VALUES 



Below is listed several work vaiues. You are to place a check after 
those 5_ values you consider the most important for you when you d^^e 



on a job. 



Values 

:U Adventure - doing exciting or risky activities 

2. Authority - in charge of others 

3. Busy - work to do all the time 

M>. Co-workers - easy people to work with 

5. Creative - afcle t use own ideas 

6. Fairness - policies and boss are fair 

7. Independence - work on your own 

8. Income - receivin a high pay 

9. Promotions - a chance to mov<& up to a better 

job and/or 'higher pay 

10. Recognition - receiving respect from others 

11. Responsibility - making good decisions on my own 

12. Routine - same work tasks s^ch day 

13. Security - steady employment 

14. Successful - getting a .job done well 



5 Imoor: 



15. Variety - differed tasks each day 

89 

16. tforking^ccnditions - attractive or good site 



• 



DATE 



VALUES AUCTION 



Values 



1. Happy marriage 5 family 



2. Lots of friends 



Your 

Rank Order . Top Bid Actual Pric^ 



3. Freedom to do what you want 



4. Long life without illness 



5. Nice home 5 car 




6. Success in your job 



7. Happiness 



8. World without war 



9. Good self esteem - feel good about 
yourself 



10. A really good love relationship 



11. Lots of money 



90 



Each of you is given $100.00 in $10.00 bills. Pretend this money 
is your life. It is the total amount of time* energy, strength and 
desire you have to inve.st in your values. First, you must decide how 
important each value is by putting them in rank order form 1 thru 10. 
Second, you must budget you $100.00 to invest it in that 1 to ? values 
you are willing to purchase at our auction. Remember others may also 
want that value. Do you want several values or just one? Decide what 
is your top bid on vhose important values. Do not budget more than 
you have. If you do not get a value during the auction you may put that 
money budgeted onto another value. Please record how much* was actually 
paid for the value. 
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NAME 
DATE 



Right Job Values 



Below are listed several values in choosing a job. You are to 
place a check after those four (4) values you consider the most 
important for you when you decide on a job. 



VALUES 4 IMPORTANT 



Advancement Opportunities - chance to move 
up to a better job and/or higher pay. 



Benefits - sick leave, vacation pay, health 
and medical insurance, dental insurance, 
incentive plans. 



Co-wc *kers and Employer- • easy people to 
work with. 



Hours of Work - full-time, part-time; dav 
hours, evening or very late hours; week- 
days . 



Interesting Work - 'something you will enjoy 
and stick with. 



Location - where do you need to go - far 
or near to home. 



Organization - small or large company, 
growing or well established. 



Salary /Wages - kind of money you want. 



Security - good chances of keeping job. 

Working Conditions - inside or outside, 
old or new building, ^oud noises or 
quiet, etc. 
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APPENDIX D 
PREPARATION FOR 

Independent Living Skills 

Shopping 
Budgeting 
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SHOPPING WORK SHEET 



Item and Description Price 



1. Toothpaste 6.* 02. 
Brand 

2. Aspirin 200 count 
Brand 

3. Least expensive mouthwash 32 02. 
Brand 

4. Least expensive paper towels 100 count 
Brand 

5. Milk (low fat) >i gal. 
Brand 



SHOULD YOU BUY IT? 

1. Do you really need Chi* item? Yes No 

2. Is the price reasonable? Yes N6 
3* Is this the best tine to buy the item? Yes No 

4. If this is a bargain, is it a current model? Yes No 

5. If "on sale" is the price a true sale price? Yes No 

6. Are you sure no less expensive item can be 

substituted? Yes No 

7. Are you srue there are no major disadvantages? Yes No 

8. If excessive in price, will it truly satisfy 

an ianer need? If not excessive, just check yes. Yes No 

9. Have you checked and researched th* item? Yes No 
10*. Do you know the retailer's reputation? Y<as No 

11. Does this retailer offer any special services with 

the item? Yes No 



Score your answers as follows: 
9-11 yeses --buy the product: 
6*8 yeses— think again: 
Fewer han 6 yeses— forget it* 
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B5INS AH EFFECTIVE SHOPPER 

Being an effective shopper means being a wise shopper. To be a wise shopper, 
you need to be an intelligent shopper. An intelligent shopper is one who*kee 
himself informed. Make yourself aware of ail tyoes of information that can 
help you make intelligent decisions in the marketplace and also aware of thos 
outside influences that can hinder you in making intelligent decisions such a 
effects of advertising, sales contests and coupon offers which promise some- 
thing for nothing, peer pressure, and telling the difference between your 
needs, and your w«mts. 

Keeping yourself informed can be easy to do. Read the newspaper. Take the 
time to study the advertisements. Subscribe to consumer magazines such as 
Consumer Report . Consu) r * s Guide . Changing " imes . Consumer Buying and Money 
Magazines If you can't afford the monthly subf cripxlons go to your local 
library. 

When making a purchase, especially a major one, take the ti"ie to research the 
item completely. Use your friends as a source of information as well as book 
and magazines. Ask them what brand they have, how it performs, where they 
bought it, and if they are happy with its performance. Would they buy the 
same brand again at the same price? 

Shopping for everyday items are just as impo^t^nt. Some general tios for 
shopping for food are: 

1. Check newspaper food l Ivertisements for special purchases. 

2. Check cupboards, refrigerator ana freezer. 

3. Plan meals around sales items tha* fche family like 3 and those an han 

4. Make a list and organize the list according to layout of your market 
stick to it! 

5. Clip coupons for items you need. Don't buy just because you have a 
coupon. 

6. Eat before you shop. 

7. Shop as frequ3ntly and as leisurely ac possible. Avoid the rush hou 
The weekend is the worst time. 

8. Compare stores who give stamps and those who d' .*t. 

9. Avoid convenience stores such as U-Tote-M, 7-11, exc. 

10. First consider the price per serving. 

11. Plain food items are cheaper than items that have sauces and other 
ingredients added. 

12. Lower grades cost less but are nutritionally equal to higher grades. 

13. Use the approriate quality of a product for the recipe. 

14. Consider poultry, ground beef, tuna, eggs, cheese and beans as a 
less expensive meat substitute. 

* • ' j 
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STORE PnOCF.DORES - COURTESY CHARGE- CARD 



Courtesy Charge' Card Eligibility Requirements 

Issue a Courtesy Charge Card to the applicant if. she or he 
meets the following requirements: 

. Neither the applicant nor the co-applicant has 
previously applied for a'.JCPenney account. 

• The applicant and co-applicant* must be 18 year s 
of age or older* 

• The applicant or co-applicant must have a source 
of income* 

. The applicant or co-applicant must, have a cnecJcing 
or savings account* 

• The applicant must: 

-* Have 2 years at present address 
AND 

. The applicant or co-applicant must: 

- Have a major or oil credit card (customer must 
present card) 

NOTE: Refer to the major/oil credit card list 
provided* 

• The applicant or co-applicant presents identification 
suitable for cashing a $50 check. 

Courtesy Charge Card Amount 

The store has the authority to issue Courtesy' Charge Cards only 
in the amount of $200. No other Courtesy Charge Card amount is 
authorized. - : * 

Authorized Issuers 

The authorized store credit associate completes the Courtesy 
Charge Card as follows: 

■ • • 

. Enter the date-of issuance numerically. , 
. Spell out and enter numerically Two Hundred ($200.00). 
. Enter the expiration date, which is three _weeks from the 
date of issuance. * ". 
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WHAT AH5 YOUR KOfflSY HANGUPS? 

We all have our personal quirks when it comes to money - special areas 
where we splurge, our own crasy notions about how and when to spends 
Ana it's these quirks that can sink even the best of budgets. Once 
you've put a finger on them, though, there are ways to control them. 
To identify yours, take the test below. For every question you answer 
with a lt yes !, lppk up the corresponding tips (numbered in parentheses) 
from the Consumer Credit Counseling of los Angeles, to help you deal with 
the problem. 

* Do you constantly raid your savings account for money you've 
earmarked for other purposes? (12; 

* Doe3 money burn a hole in your pocket? . If you have it, you frave 
to spend it? (1, 4, 10, 12, 14, 21) 

* Do you lose track of how much you're spending because you pay for 
everything with charge cards? (8, 19)" 

* Does the size of your phone bills make you wish you owned stock 
in.ATSdJ? (7, 15) 

* Is your rainy-day fund so tiny it wouldn't even finance an 
umbrella? (5, 12) 

* Is budgeting for big items (cars, vacations, large appliances) 
impossible because they always cost more than you think? (6) 

* V/hen you get mad at your spouse do you go on a shopping sprer? (10) 

* Do you eat out more often than you can afford?. (2, 13) 

* Do you run out of cash toward the end of your paycheck period and 
have to charge everything you buy? (5, 4, 3) 

* V/hen you're out with certain friends, do you always seem to end up 
at the most expensive places in town? (9) 

* Li the supermarket, do you tend to load up with twice as much 
as you need? (3, 20) 

* When you have a choice, do you instinctively dive for the item " 
that costs the most? (3, 20) 

* Are you pretty careful about nrney in general but the last of the big 
spenders in just one area - clothes, hi-fi equipment, hobby, travel? 
Of 13, 21) 

* Do you tend to blow your money when you're tense and anxious? (14, 17 

* Are you incapable of walking through a store without buying at least 
one thing? U, H, 21) 

* V/hen it comes to cutting back on spending, can you deny yourself but 
not your kids? (7, 10, 16) 

* Do you find it hard to budget because your bills vary frnm month 
to month? (11) 

ERIC .88 ... 



(Cont'd) 



13. Get clear about just what it is that you. like to splurge on. Identify 
it, label it in your head and remind yourself of it frequently - espe^||i: 
when you 1 re reaching for your purse to make yet another budget - brea^lg 
purchase. 

19. In the margin of your checkbook, subtract your credit and charge card 
purchases from your balance so that you alv/ays have a true picture 

of how much money is left. 

20. You've heard it a million times: When you shop for food, stick to a gro- 
cery list; don't shop when you're hungry; don't take anybody with you; 
shop for a whole v/eek in one trip. 

21. learn to think in terms of trade offs. When you have en overwhelming 
impulse to buy something, force yourself to think of what -you'll give up 
later in order to satisfy an urge now. 
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SaVEIM Mme, tables* how much iou 

BEACH: YOUR FINANCIAL GOAL 



TO SAVE EVERY MONTH AT TO 



IP IOU WANT TO SAVE 
THIS AMOUNT: 

$ 2,000 in 2 years 
2*000 in 5 years 
5,000 Zn 2 years 
5,000 in 5 years 
5,000 in 10 years 
10,000 in 5 years 
10,000 in .10 years 
10,000 in 15 years 
15,000 in 5 years 
15,000 in 10 years 
15,000 in 15 years 
20,000 in 5 years 
20,000 in 10 years 
20,000 in 15 years 



THEN SAVE THIS AMOUNT EACH MONTH IN A 
5i% COMPOUNDED DAILY SAVINGS ACCOUNT : 

$ 78.72 

28,92 
197.27 

72.31 

31.09 
144.62 

62.19 

35.42 
216.93 

93.28 

53.13 
289.24 
124.37 

70.84 



HOW YOUR MONEY WILL GROW IN A 5£# SAVINGS ACCOUNT WITH INTEREST COMPOUNDED 
DAILY 



AMOUNT 

YOU 

SAVE 



N 



l 0? YEARS 



t 10 
20 
30 
50 

100 



10 
20 
30 
50 
100 



10 
20 
30 
50 
100 



a week 
-a week 
a week 
a month 
a month. 



a week 
a week 
a week 
a month 
a month 



a week 
a week 
a week 
a month 
a month 



1 YEAR 

$ 534.81 
1,069.61 
1,604.42- 
617.97 
1,235.93 

5 YEARS 

2,993.02 ' 

5,986.04 

8,979.06 

3,454.03 

6,908.05 

25 YEARS 

27,887.62 
55,775.02 
83,662.85 
31,938.77 
63,877.54 



2 YEARS 

$1,099.76 
2,199.53 
3,299.29 
1,270.38 
2,540.75 

10 YEARS 

6,930.37 
13,860.75 
20,791.12 

7,984.17 
15,968.34 

3Q YEARS 

39,679.52 
79,359.05 
119,038.55 
45,343.44 
90,686.87 



3 YEARS 

$1,696.57 
3,393.14 
5,089.71 
1,959.15 
3,918.31 

15 YEARS 

12,110.01 
24,220.02 
36,330.00 
13,925.69 
27,851.38 



4 YEARS 

$2,327.02 
4,654.05 
6,981.07 
2,686.32 
5,372.65 

20 YEARS 

18,923*89 
37,847.77 
56,771.66 
21,718.32 
43,436.64 
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\M2 DOES MOHEY K3AN TO YOU? 

y 

Ihe following quia is designed -to help couples rank their money values. 
Couples should take the test separately and then compare their answers* 
Items are ranked 1 to 4 - essential, important, expendable and frivolous. 
You check the way you feel about each item." Add your own items to the 
list if you v/ant. Ihere are no right or wrong answers. She exercise 
just helps you organise your own feelings about money and understand 
what is important to your partner. It provides a good basis for discussin 
differences about how money 3hould ho s-nent. 





Sssentitn 
to have 


Important 
to have 
after 
essential 


2:q: end- 
able 
In a 
3 pinch 


totally 
frivol- 
ous 


1 . Living in a nice apartment in 
a nice -nei^nDornooa 










<£. owning -«t nice uoiae in a nice 
neighborhood 










won u,inu ing wxxe nusuanu's 










t • uuiiuijiuc uue v;ixe ^ ecuicaoion 










R *T?11 + ^*f tiff 9Q^HA TIAHAV ' 4*1% a 

^. iuwujoi^ o5iu6 money xor uue 

v#m*kU4» gu o cuUwa UJLOJ1 










6 . 3uviivr a better car 




















s. Qvming a boat, notorcyle, cancer 




















10. buying household appliances 






























13. Regular savins for any mimosa 










1 A . ]3/>itiTi^ nut rtrmr» a »f**o1* 










1^- JLntPvtril T**f Tiry a-fc hrtTrtrt nr> » 










16- G-Oinj* trt wovIaq "him rhAntvo 
and eoTiefii?ts ^ntl v 










17. travel 










1G. Suying Stocks or other 
inve slnaent a 










19. 3uvin/? incur ance 










20. Buvin^r books £; records rernlarlv 










21. Subscribing to magazines & 
newsT5abers 










22. 0\min?? a cslor television 










2^. Gv/ninff an einensive stereo 










24. Gv/ninrr an air conditioner 










25. 3uvin^ art and antioues 










26. Pavinf: for a hobbv 










27. Attending sporting events 
re.nularlv 










2S. Selonging to a country club 
or health club 










29. Contribtrcing "to charities, 

special causes or political camr 


» 








30. 3uying. expensive Ghristmas, 
birtbdav and .other £ifts 










51. o-t 










32. . 
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DEVELOPING A BUDGETING SYSTEM 

If tlie client has never used a budget before, it may take a little time 
to get used to, and your first plan may not be successful. But keep at 
it and chances are very good that you'll soon see the results of sound 
financial management. Here are some tips to help you organize a budget 
plan to suit your needs: 

1. Make your system convenient to use. 

2. Start off with a complete and realistic list of expenses. 

3. Review your plan periodically and make changes where necessary. 
4-. Develop a system for record keeping and bill paying. 

5. Organize your money management tools and keep them together. An 
inexpensive file folder with compartments for bills, receipts, 
cancelled checks, etc., is a handy way to do this. 

6. Use your check book as a budgeting tool. With this method all income 
is deposited into the checking account and checks are written for all 
expense items ( including savings and personal allowance). 

7. if you overspent your income it may be because you overlooked certain 
expenses or spent money for items you didn't really need. Budgeting 
requires a certain amount of discipline. Don't try to fool yourself 
and don't count on money you may not receive. 
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DANGER SIGNALS 

Is an increasing percentage of your income going to pay off debts? 
Are you near or at the limit on your lines of credit? 

Are you extending repayment schedules— paying in 60 or 90 days bills that 
you once paid in 30? 

Can you only make the minimum payments on your revolving charge accounts? 

Are you paying bills with money earmarked for something else?* 

Are you borrowing to pay for items you used to buy with cash? 

Are you chronically late in paying your bills? 

Are you tapping your savings to pay current bills? 

Is your savings cushion inadequate or honexistant? 

Do you take out a new loan before the old one is peid off. or take a new 
one out to pay off the old loan? 

Do yc-t.p tt e off madieal or dental visits beeauso you can't afford th«» 
lTignc now? 

Are you threatened with repossession of your csr or credit cards, or 
with other legal action? 

If you lost your job, would you be in immediate financial difficulty? 
Are you unsure' about how much you owe? 
Do you worry a lot about money? 
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APPENDIX E 
PREPARATION FOR WORK 

Job Keeping Skills 

Why Work? 
Attitudes and Behaviors 
Paychecks and Benefits 
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Haas . 

Dsite . 



VHI PIOPLS WOBK 
SURVEI 



PERSON NUMBER OKI . 

WHO: 
JOB: 



"WHI DO IOU WORK?" 



PSRSOlt NUMBER TWO 

WHO: 
JOB: 



"WHT DO IOU WOBK?" 



PERSON NUMBER THREE 

WHO: 
JOB: 



"WHI DO IOU WORK?" 
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NAME 



EMPLOYER EXPECTATIONS 



• * 


Excellent 


Good 


Fair 


Poor 


Being on Time 




- 






Dependability 










Grooming 










Honesty 










Job Productivity 










Positive Attitude 










Employee Cooperation 
and Reliabilitv 










Getting Along with 
Fellow Workers 










Willingness to Do 
More Than Reouired 











Kam a " - m m ■ 

UNDERSTANDING YOURSELF 
EMPLOYER-EMPLOYEE RELATIONSHIPS 

The Iaporcanci of Attitude 

After you have a job, there are certain things you must o to be succossful on your 
job. The most Important factor in job success is attitude! This is shown is the 
fact that the main reason young workers lose their jobs is because of poor attitude. 
In fact, a recent study of beginning workers who had been fired showed that 82 
percent lost their jobs because they did not get along well with other people. 
Cetting along well \ri *.h others does not just hsppen. It oust be learned. Soue 
Individuals Iw this in early childhood. Those who do learn to get alon^ well 
with almost everyone are usually happier persons because people like them. They 
enjoy a great*, feeling of job success, and they often receive higher salaries. 

The studv of physical anthropology has recently indicated that people's behavior 
depends in part upon who their parents are. It is, to s degree, inherited. Muca 
more important in the way they behave is what happens to them tfiil* ch *Y * re 
growing up. The behavior they exhibit and the attitudes they develop up to 
graduation from high school usually carry over into adult lift. Behavior and 
attitudes are with them both on the job and in social relationships. 

Basically, people's attitudes stem from. their outlook on life. It is shown by 
the way they behave in the presence of other people. If they look at life as 
something exciting and worthwhile and if they really enjoy life most of the tiae, 
then attitudes toward other people will show this. They will be the kind of 
people who look at the good side of things. If, on the other hand, they tend to 
.see others— snd life in general— as being unfair to them, then they probably do 
not like people very ouch. If this is you, you will be happy to learn that you 
can change! 
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Eight things that make bosf^es burn 



Ever get the feeling your boos isnt happy with 
you? Maybe something you'redoing — or not 
dome — ie hurting your relationship. 
Aceountemps; e temporary employment agency, 
recently commissioned a survey on employee traits 
' most likely to cause serious on-the-job difficulties. 
It had Burke Marketing Research, inc. ask vice 
presidents and personnel directors of 100 "Fortune 
1,000" companies: "What employee behavior disturbs 
you the most?" 

Here's what irked the bosses, as reported by 
Accountempc 

1. Dishonesty and lying. "If a company believes 
. that an employee lacks integrity, «J1 of his or her 
positive qualities — ranging from skill and experi- 
ence to productivity and Intelligence — become 
meaningteus." 

1 IreespoosmOlty, goofing off, attending to per- 
son! hastens on company time. "An employee who 
appears to bs frivolous, unreliable or unconcerned is 
not likely to oe s long-term emp >ee. M 

3. Arrogance, ego problems, jxcesshre aggressive- 
ness. "There is nothing attractive about employee* 
who spend more time boasting about thefi 'aecom- 
plishments' than on actually retting the job done, 
who act as if they deserve special treatment or privi- 
eges or/who think that being loud or boof/srous wUl 
have a positive effect." 

4. Absenteeism and lateness. "When you are 
chronically late or absent, do you really believe that 




Jim 

Robinson 



you deserve to be psid for the time you're not there 
and the work you haven't done?" 

5, .J* ,ori V tastractioas cr company policies. 
"CUariy, people who don't do what they're supposed 
, to be doing don't belong on the payrolL" 

•*. A warning or complaining attitude toward the 
WW*-* "A^aure sign that the whiner or com- 
etae!"' whining or complaining somewhere 

MC , "t'M™** ofwtmaitmeat, concern or dedication. 
"Should be - as it often is - grounds for absence of 
raises and promotions." 

. 8. Laziness and lack of mottvaUoa and eatauti* 
asm. "Demonstrate that these employees don't care 

attfim?" Pm * " Why * h ° Uld company **" 
Other upsetting behavior that didn't make it to 
the top eight Lack of character, inability to get along 
tSi 0 • ?fM? M, P«ft du P 1 *y» of anger or pettiness, 
making ill-mformed decisions and Judgments and 
taking credit for tho work done by others. 
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The truth about 
youth employment: 
Why they lose Jobs 

T~ cen«iger$ hive ■ hard lime finding 
employment ind sometimes in 
even tougher time keeping it. 
Youth employment expert Bruce K. 
Barnes has studied the reasons lb to 
19- year-olds lose their jobs, and his find- 
ings may surprise some young workers. 

In a concise and to-the-point research 
effort, Barnes finds that ihe often hard* 
working, sometimes hard-shirking teen- 
jge employee gets. fired mostly because 
of bad habits, and not for the reasons 
young people think they'get terminated. 

The employers Barnes studied agree 
almost unanimously thai the real 
reasons young employees lose jobs are 
(in oraerj: 

1 Repeated lateness. 

2 Several absences from work. 

3. Friends visiting at work too often. 

4 Not getting along with co-workers. 

5 Not working fast enough. 

Young employees who had been fired, 
on the other hand, .though: the reasons 
were (again in order): 
2 . They lacked experience in the field. 

2. They didn't have the right kind of 
training in school. 

3 They didn't have a high enough edu- 
cational level. 

4 They- weren't a member of the right 
union. 

5. They weren't big. or strong enough. 

In fact, among nearly 100 employers 
involved in the study. Barnes found that 
the :cp !0 attributes sough; lz teen-age 
employees make no reference to exper- 
ience, training, educational level, union 
affiliation or physical capability.. The 
qualities employers look for: 
1. Can follow directions. 
2 Can complete tasks on his or her 
own. 

3. Can arrive on time. 

4 Shows enthusiasm toward the job. 

5. Can adjust to changes on the job. 

6. Can work toward t time schedule. 

Jtmnu Cullman tt group dinctor for market- 
ing and public affa:rt. SRI International, Menlo 
Park 

20 CAlfOGNIA BUSINESS. MAY »S3 



7. Shows self-control. 

8. Can take responsibility. 

9. Can work aJone/unsupervssed. 

10 (Tie) Shows respect lot toois and 
equipment in the workplace. 
Can accept criticism. 
The employers rate personal ref* 
erences far and away the moat lnflu>n* 
tial factor in deciding whether to hire in 
applicant. Educational references and 



your students to be productive workers, 
teach them about good attitudes, reliable 
attendance and the impact a first-class 
effort can mche. Set standard* ir th* 
schools in these areas— and enforce 
them. 

It's nice, to hear the truth about 
youth— and if they heed Barnes' points, 
obtaining and maintaining employment 
may be easier for them in the future. 




references from previous employers 
rank very low. The personal characteris- 
tics rated highest are honesty, ambition, 
housekeeping, neatness and appearance. 
When asked to comment on general 
problems shared by many- prospective 
teen-age employees, nearly half the em- 
ployers cite lack of basic communication 
skills, ineffective use of feedback 
{teen-age workers often regard it as hurt- 
ful personal criticism), and. inability to 
identify problems. 

Apparently, it's the basics that hurt 
teen-age workers, not any flamboyant 
excesses. Barnes found very little nega- 
tive experience by employers with 
young employees using alcohol or drugs 
during work hours. 

In a tight job market and a difficult 
economy, this point may be effectively 
driven home to prospective and current 
teen-age employees: Attitude: is yours to 
determine; aptitude can be developed on 
the job. 

On the other hand, this message 
should get through to schools and other 
preparation .arenas: If you really want 
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■' JOB RELATED BE HAVIOR 
* " ' " • 

* ■ 

Mark I for ittints that are true; nark F for itruns that are false, 
*• Your b °ss cannot fire you if the people y<?u work with like you. 



?* ' A boss can put you in charge of fellow workers. 

?• If y° u ^ boss likes your work, then you can be sure that you will 

get a raise in pay. 

• *f y°ur boss inspects your work, he probably does not like you. 

When your work is not satisfactory, 'your boss. should tell you 

about it. • 



_6. Your boss can fire you if you often come to work late. 
_7. It is not necessary for your boss to be your friend. ■ 



_8. If you make a mistake at work that you cannot correct, you shouid 
tell your boss about it. • 

- • 
J. If you need certain supplies to do- your job, you should wait until 
they run out before you ask- for more. 



_1CL- If you are not able- to get "along with your fellow workers, you 
should keep it to yourself and s*y nothing, . . 

Jl. Your boss should be told about unsafe working conditions. 

_I2.* You should tell customers or visitors about problems that you are 
. having with your boss. 

_13. If you do not know how to do a job, you should try to do the best 
you can without asking for help. 



14, 



Some jpbs become dangerous if you do riot ask for help when you 
need it. 



_15. If you do not understand how to do a job after your boss explains 
it, you should ask to hear the- directions again. 



16 , 



Asking for help is a waste of time because it keeps you from getting 
your job done. f 

.17. Sometimes you have to'ask questions about your job, even though you 
have listened to the instructions carefully. 



_18. If you need help and your boss is not around, you should ask a 
fellow worker for help. 

_I9, On some jobs, you will not be able .to do your work until other 
people do theirs, " 
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1. 

2. 
3. 

5. 



1. 
2. 




5. 

6. 

7. 

8. 

9. 
10. 
11. 
12. 
13. 



5 WAYS TO KEEP YOUR JOB 



Be punctual 
Be responsible 
Be productive 

Learn more things and improve your skill. 

Please the people your employer does business with. 



Common Job Vocabulary Words 



punctual - on time 

responsible - honest, reliable, trustworthy, can be trusted to come 



to work, do the job* not steal (time or goods). 



dependable 

payroll 

safety 

regulations 

benefits 

deductions 

evaluation 

personnel 

laid off 

terminate 

promotion 
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CAREER ASSESSMENT AND PLACEMENT CENTER 



940t SOUTH PAINTER AVENUE • WHITTIER, CA 90605 • Pmonc (213) 698 

OAN HULBEAT 
Rc habi litation Scaviccs Aomin i$t bat oh 



WORK A TTITUDHS AND BKHAVTORS 
TROUBLE AT WORK 



I. Attitudes and behaviors that cause problems 

A. Work is like school 

1. "Trying doesn't do it . . . producing does." 

2. "They have to keep me or give me more chances." 

3. "They didn't warn me." 
"No one told me." 

5. "I finished my work." 

B. Beginning at the bottom 

» 

1. "Why should I do that?" 

2. "That isn't what I was trained for." 

3. "I don't like doing the lousy jobs." 

C. Not establishing your own routines 

1. Having to be told daily what to do. 

2. • Sitting around to be told to work - keep busy. 

D. Not accepting supervision 

1. Losing . your cool. 

2. Snapping back. 

3. Arguing on how to do the job. 

*K Not trying to get better every week. 
'5. No one owes you a thing. 

IT. Suggestions for teaching work attitudes and behaviors 

A. Infusion 

1. Relate attitudes and behaviors to own c]a«.:sroom behaviors. 

2. Relate business economics - - make a profit or else. 

B. Use of units in Career Awareness 



1. "Why work" 

a. Need to have other reason besides money to work. 

b. Relate self-esteem, identification, usefulness, helping, pride 
to school work as well a£.v?drk. 

c. The facts of work - 30-^5 years of it. 
Part of life - make it a good part. 

A JOINT VENTURE Of 112 
WMtmc* AftCA Coori*4Tivc Special education Pkogmam and Wnitticm Union Hic.h school Oistmict 
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Work Attitudes and Behaviors 
Trouble at Work 
Page Two 



2. "What is work" 

a. Work world vs. school world 

b. What is expected 

3. "Safety at Work" 

a. Pay attention 

b. Listen to directions 

c. Think ahead - don't set yourself up for an accident 

4. "Making a Good Impression" 




PERSONAL GROWTH SHEET 



Name 
Date 



The personal growth sheet provides a good opportunity for an individual 
to assess his own growth. After each of the following statements place 
an X or check in the box that best describes your progress since the 
last session. 



More than Once Once 

A «*— B 



Didn't Succeed 
C 



Didn f t Try 
D 



No Opportunity 

' E 



A 


■ B 


C 




£ 


















































i 






























• 






































































i 













1. Refrained from putting someone down. 

2. Made someone else feel better with a positive 
remark. 

3. Really listened to another person f s point of 
view which was different from mine. 

if. Went out of my way to help someone else. 

5. Made an effort to understand and get along 
with someone whom I usually dislike or ignore. 

6. Thought it over before acting or speaking 
impulsively. 

7. Checked out the facts before jumping to a 
conclusion. 

8. Accepted criticism without coming unglued. 

» 

9. Controlled my temper in a tight situation. 

10. Made a decision and acted on it without 
leaning on someone else. 

11. Laughed when the joke was on me. 

12. Showed respect and courtesy to my parents. 

13. Faced up to the truth and told it straight 5 
even though I knew the consequences might be 
unpleasant . 

1U. Gave a younger person a helping hand. 

15. Learned from a mistake I made. 



16. Hade a plan and stuck to it until it was 
finished. 
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Page Two 







A 


B 


C 


D 


B 


17. 


f 

Swallowed a temptation to show jealousy. 












18. 


Refrained from an opportunity to get even. 












19. 


Tried something that I usually back away 
from. 












20. 


Refrained from an opportunity to brag 
about myself. 












21. 


Refrained from being the "big boss" and 
dominating the situation. 












22. 


Accepted the responsibility for leading 
a group. 












23.. 


Experienced or demonstrated a feeling of 
self-confidence . 












21. 


Didn r t make excuses or blame someone else 
for a failure. 












25. 


Made an effort to understand and get along 
better with a memoer of my family. 













You may value some of these qualities more than others. 

Go over the qualities again, and rank them according to the value 
you place on them. Rate them according to the following scale, and 
place the number to the left of the quality. 

(1) Very important 

(2) Important 

(3) Not important or unimportant, neutral 

( 4 ) Unimportant 

(5) Very unimportant 

* 

Some things to think about: 

How does this evaluation of yourself compare to the last one? 
(if you have taken one before) 

Complete these statements: "I think I would be a better person 
if I . 

"I found out that I .' 



Circle one or two of the 25 evaluations above that you plan to 
concentrate on. 



What changes would you like to see made that would help the 
majbrity of the group be more comfortable or more successful 
in their efforts to grow? 



Dear Abby 



Attitude and a Clean Shirt Land the Job 



By ABIGAIL VAN BUREN 

DEAR ABBY! I've had a clipping of your column 
pasted in the front of our job application book for 12 

.years. 

.Since -we hire so many teen-agers. I hope some of 
them read it while filling out their applications. By the 
looks of It, I think they have. It's so dog-eared and 
yellowed nobody can make out the last half of It Could 
you please print It again? We need a new one. Thank 
you. 

• . ; THE GOLDEN BOO OMELET HOUSE, 

NOVATO.CAUF. 

DEAR GOLDEN EGGt The clipping looks as though 
, It t been fried, poached and scrambled. Here's a clean 

copy for you: • , 

DEAR ABBY: I am enclosing a newspaper clipping 
that appeared in a section of the paper that very few 
teen-agers read. . 

I think It should be in your column-or maybe in the 
comics, whereteen-agerswouIdbesuretbseeiL , 
If you agree with me, please print It Thank you. 

MRS. E. B. CLINONER, COVINGTON. KY. 

•^„T he a J* ea ' ed itti *° Cincinnati , 
T 1 ^' l n Wl ^ am ^berry's column. It was 
written by Karen Rak, who teaches English to students 
at Center Junior High School in StroagvUle, Ohio. 

Ms. Rak composed a letter (ostensibly from an 
employer) designed to let her youthful Job seekers see 
themselves as they are seen. With so many young 
people looking for Jobs now, I think this piece deserves 
all the exposure it can get. 

"DEAR KIC today you came to me for a Job. Prom 
. the look of your shoulders as you walked out I suspect 



by now that kids your age can't find Jobs. 

"But nured a teen-ager today. You saw him. What 
wassoapedsl about him? Not experience, neither of you 
had any. Attitude, son. A-T-tTt^U-D-E. iSe dW hto 
besttofai|»re«ineThatl8wliereheedgedycuout 

"He wasn't dressed like Easier Sunday, but then that 
wasnt necessary. His ckrthei.were clean, and he had 

J?l^^ 1 B'',y lteail ^ n « '» T Hie 
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"He took the time to find out how we 'operate' here 
and what his day-to-day tasks would be. I think heS 

hhSelf 8 eye * ^ W ° rk f ° r me ,Hte he ' d WOrk for 

.» 5 . Wa> w,, J. mg 10 8tart al 0,5,1 Po'nt where I could 

b?tte7pa5ch«k * aUlh0rily ° Ver othera «» ■ 
"You know, kid, men have always had to set a lob like 
you get a girl, case the situation, wear a dew shSt and 
try toappear reasonably willing. . a " 8n, "' ana 

JW* 1 aren ' 1 M p,enUful ri * hl now. but there 
are Jobs. You msy not believe It but all abound I you 
employers are looking for young men and women smart 
enough togo after a Job in the old-fashioned way 
"If you have even the vaguest idea of what I'm trylmt 

SiKiSJ ST th , e ^ next . lhne y° u « sk hr • Wo? 

will be head and shoulders above the rest 

^For both our sakes, get eager, will you?-THE 
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APPENDIX F 
WORK ADJUSTMENT 

1. Work Adjustment Plan 

2. Work Adjustment Report 

3. Source Document 

4. Work Adjustment and Independent Living Skills Referral Form 

5. Work Skills Program - Vocational Assessment 

6. Work Performance Data Sheets 

7. Work Skills Referral Form 
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WHITTIER UNION HIGH SCHOOL DISTRICT 
CAREER ASSESSMENT AND PLACEMENT CENTER 



WORK ADJUSTMENT PLAN 

CLIENT: 

DATE REFERRED: , REFERRED BY: 

TEACHER : ■ SCHOOL: 

TRAINING OBJECTIVES : 



PLAN : 

•Location of Training: 
Training Methods: 



Persons Included In 
Carrying Out Plan: 



Time Frames: 



Work Adjustment Specialist 
fI aEI : 



Student/Client 



LEGEND 

Original - Client File 
Yellow - Teacher 



9/81 
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WHITTIER UNION HIGH SCHOOL DISTRICT 
CAREER ASSESSMENT AND PLACEMENT CENTER 



WORK ADJUSTMENT REPORT 

DATE 

'CLIENT: OF SERVICE: 

REFERRED BY: TEACHER : _ 

TRAINING OBJECTIVE: 



PROGRESS: 



RECOMMENDATIONS : 



Work Adjustment Specialist LEGEND 



Original - Client File 



°ate Yellow - Referral Source 

Pink - Teacher 

. F-2 
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CAREER ASSESSMENT AND PLACEMENT CENTER 
SOURCE DOCUMENT 

PROGRAM: Work Adjustment 



REPORT MONTH: 
STAFF: 



CLIENT- 



DATE STARTED: 
PROGRAM LENGTH: 



DATE TERMINATED: 

ATTENDED DAYS OUT OF DAYS 



SECTION I 



Characteristics : 

1. Number of weeks of continuous unemployment prior to program entry: 
CIRCLE NUMBERS OF ALL THAT APPLY: 



2. Client has no prior work experience 5. 

Client has been terminated from at least one job for 6. 
.poor job performance. 

Client has had no formal occupational training 7. 



4 



Client is under 18 ye?rs of age 

Client has less than a 4th 

grade reading level 

Client is diagnosed as severely 

handicapped 



SECTION II 



Results/Benefits: 
Goal 



1. Obtain competitive employment 

2. Maintain job stabilization - 60 days 

3. Complete training program 

4. Obtain employment seeking skills 

5. Obtain employment keeping skills 

6. Complete career exploration process 

7. Obtain independent living skills 

8. Received placement services 
9. 



_ Yes 
_ Yes 
, Yes 
. Yes 
■Yes 
. Yes 
.Yes 
Yes 



No 
No 
No 
No 
No 
No 
No 
No 



If not benefits obtained, community resource to which referred: 
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Client not accepted by resource (check) 

Client not referred to community resource "(check) 
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CAREER ASSESSMENT AND PLACEMENT CENTER 
WORK /T5JUSTMENT AND INDEPENDENT LIVING SKILLS 

REFERRAL FORM 



DATE: 

NAME: 

HOME ADDRESS: 



TELEPHONE NO.: 



SCHOOL: 
TEACHER: 



Pre-Vocational :and Vocational Skills 

; Work habit c ( attendance, 

punctuality, etc. ) 

muMmmm Appropriate dress and: grooming 

_ Job seeking skills (resume, 

interviews, etc.) 

* 

Productive skills (quality and 

quantity) 

Orientation to -work practices 

(benefits, payroll deductions, 
etc. ) 

Work attitude (supervision, 

frustration level, cooperation, 
work confidence, etc.) 

Tutoring (excons s reading in 

training) 

Nork related skills (counting, 

measuring, vocabulary, etc.) 

Other: 



Comments : 



AGE: 



PROGRAM: 

GRADE: 

Personal and Social Adjustment 

Interpersonal and communicative 

Skills (co-worker, supervisor) 

— Self-esteem 

Value awareness 

Assertiveness 

i ' Other: 

Independent Living Skills 

Mobility training 

(RTD, driver 5 s license) 

Consumer skills 

(budgeting, self-care, etc.) 

Other: 



Legend 

REFERRAL SOURCE: a 



White - Work Adjustment 
Yellow - Referral Source 
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CAREER ASSESSMENT AND PLACEMENT CENTER 

Work Skills Program 
Vocational Assessment 



Name: 
Teacher: 



■Behaviors To 
jjfc Worked On 



Yea 



No 



Sometimes 



1. 
2. 
3. 

*• 
5. 

6. 

7. 

8. 

9* 
10. 
11. 
12. 

13. 
14. 
15. 
16. 
17. 
18. 
19. 
20. 



Comments: 



Stays on task for increasing durations. 

Responds to instructions/directions within a specified time period. 
Can switch tasks upon command without maladaptive behavior. 
Works independently. 

Works well in a group, i.e., as a member of an assembly line. 
Remembers job steps. 

Remains on task in a distracting environment. 
Does not waste time. 
Completes task with accuracy. 
Cleans up work area. 

Avoids excess and unnecessary verbalizations. 

Asks for additional supplies as needed; returns supplies at 
end of work period. 

Asks for assistance when needed. 

Can locate workvarea from restroom and return to work area. 
Demonstrates mature behavior. 
Is courteous. * 

Accepts and responds appropriately to criticism. 
Converses with co-workers and supervisors appropriately. 
Can handle frustrations appropriately. 
Asks for work upon completion of tasks; is self-motivated. 



Evaluator 



Date 



N/A=Not Applicable 



^ ERIC , 
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Supervisor Initials 



Date 
F-5 
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WORK PERFORMANCE DATA SHEET 



j: Job Site: . Date: 

r 



WORKER 


TASK 




TASK 




TASK 




INTERVENTION 


■ COMMENTS 


t 


Vacuum 
Sweep 




Dust 

Clean 
Tables/ 
Chairs 




Rake /hoe 

Windows/ 
Mirrors 






• 




V CLK* UUill 

Sweep 




Thief* 

Clean 

Tables/ 

Chairs 




PsVa / Via a 

KaKe/ noe 

Windows/ 
Mirrors 




- 


• 


1 


Vacuum 
Sweep 




Dust 

Clean 

Tables/ 

Chairs 




Rake/hoe 

Windows/ 
Mirrors 










Vacuum 
Sweep 




Dust 

Clean 

Tables/ 

Chairs 




Rake/hoe 

Windows/ 
Mirrors 
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^ / ^ WORK PERFORMANCE DATA SHEET ^ 

Assessment: Worker: 
f ? training Plan: 

Working # of 

} Date Task Time Units Norm Errors Training Intervention Comments 




• 
































- 




















• 












• 






















1 


L ERIC 
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CAREER ASSESSMENT AND PLACEMENT CENTER 
WORK SKILLS REFERRAL 



SpecialEducation Teacher: 



School: 



School 
Phone: 



Student's Name: 



Referral Date: 



Date of Birth: 



Social Security No: 



Phone: 



Address: 



Parent or Guardian: 



In Case of Emergency (Contact Person): 



Address: 



Home Phone: 



Business Phone: 



***********♦♦♦♦♦♦♦♦♦ 



(PLEASE FILL IN AS COMPLETELY AS POSSIBLE) 




Reason for Referral: 

Disability: 

Medical Information: 

General Physical Health: 

Medical Limitations (Physical/Emotional): 

Medications: Schedule: 

Does This Person Have Seizures: Yes No What Kind: 

How Often: 

Food Allergies: \ 

Chemical Allergies: 

Miscellaneous Information: 

Additional Information You Feel is Important: 
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APPENDIX G 



Independent Living Skills - LH/SH Transition 

1. Parent letter with suggestions for home 

2. Parent permission letter for community training 

3. Student contract on behavior standards 

4. CAPC worker evaluation form 

5. Emergency procedures for community participation 

6. On-the-Job Training Agreement 

7. Mobility Training/Skill Training Descriptions 

8. Mobility Training/Skills Training Referral Form 

9. Supervisor's Evaluation of employee 

10. Community Data evaluation form 

11. Work Training Data Form 

12. Task Analysis/Prompting Data Card 

13. ABC Data Card 

14. Parent Permission letter for community mobility training 

15. Parental Support Agreement 

16. Orientation and Mobility Functional Vision Assessment 

17. Functional Vision Checklist 

18. Orientation and Mobility Assessment for Visually Handicapped 

19. SH Parent Survey 

Q 1 PQ 
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9401 South Painter Ave. • Whittier, California 90605 • (213) 698-8121 
Dan Hulbert, Rehabilitation Services Administrator 




Dear 



ERLC 



A large. part of the time in the transition program is spent on teaching independent 
living skill? ... learning to find items in the supermarket, learning to estimate cost 
of purchases, hygiene, doing laundry, planning and participating in recreational 
activities, paying bills, meal planning and preparation, banking, getting from place 
to place in the city you live in, accessing community agencies, and using yellow 
pages and information. 

The best way for students to iearn these skills is by doing them in their own 
environment, therefore, I am asking for your help at this time. 

Here are ways in which you can help: 

* Send a list and money with your son/daughter to school to shop for food 
or other items (May Co., Bookstore, etc.). 

* Send laundry and money to do laundry at the laundromat. 

* Send bills that need to be paid. 

* Send information for son/daughter to make/cancel appointments for 
you. 

Send checks/money, etc., so student may do your banking for you. 

Allow student to open bank account of his/her own and let them bank 
for themselves. 

Encourage saving of money. 

Let son/daughter plan and prepare meals. 

Send money to buy stamps and mail items at the post office. 

Send money for son/daughter to buy an appropriate greeting card you 
may need. 

* Send list of places your son/daughter may need to get to on public 
transportation (RTD). 

* Send to library to check out or return borrowed materials. 

* Send requests for information needed over the phone (make reserva- 
tions, ask for phone number, find out hours open, ask about specific 
items to be bought, etc.). 

These are only examples of ways you can help. Any other way in which your 
son/daughter can learn by doing something for you, feel free to send it with 
*§S5/ her t0 school. If you have questions, please call me at 698-8121, extension 

A JOINT VENTURE OF | q a 

Whittlor Aroii Coo|HifnfIv<t Special Education. Program and Whittlor Union High School District 
Accredited by the National Commission on Accreditation of Rehabilitation Facilities 



* 

* 
* 
* 



Learning for your son/daughter will be most meaningful if you will help in some 
way suggested.Thank you for you support. 

Sincerely, 



Rose Kroll 
Transition Teacher 



RK/nh 
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A JOINT VENTURE OF 



Whlt;i#r Arw Cooperative Special Education Program and Whlttiar Union High School District 
9401 South Painter Ave. • Whittler, California 90605 • (213) 698-8121 




Dear Parents: 

Your son/daughter is enrolled in an LH Transition Program which provides instruction in career 
exploration, employment development preparation, and independent living skills. As regular 
activities during the 1987/88 school year, we will be instructing your son/daughter in 
community experiences outside the classroom. Community awareness will be stressed and may 
include money handling, bus travel, tours of various job sites, and use of community services 
such as banks, restaurants* and other appropriate agencies. This training will provide a 
practical application of skills that have been presented in the classroom. 

So that he/she may participate .in some community experience, it may be required that an 
instructor transport your chiid by automobile or .that he/she make use of public transportation 
facilities or District transportation. I would appreciate your acknowledgement/permission for 
your child to participate in these community experiences. As students become more 
competent, they will be participating without adult supervision. 

Please detach and return the following authorization and do not hesitate to contact me with 
any questions or concerns. 

1 hank you. 

Sincerely, 

Rose Kroll Richard L. Rosenberg, Ph.D. 

Transition Instructor Transitional Project Specialist 



(Please Detach and Return) 

I give my permission for to participate in any off- 
campus training activities designed to facilitate career training activities as part of his/her 
Transition Program during the 1987/87 school year. I give permission for my son/daughter to 
be transported in personal cars as necessary. 

I understand that my son/daughte- nru> be off campus without direct adult supervision at the 
discretion of the instructors. 



Date Signature of Parent/Guardian 

08/87 

132. 

- • G-2 
Dan Hulbert, Rehabilitation Services Administrator 

Accredited by the National Commission on Accreditation of Rehabilitation Facilities 



CAREER ASSESSMENT AND PLACEMENT CENTER/ 
CAREER EDUCATION EVALUATION CONTRACT FOR 



I understand that to remain in the Career Education Class, I am required to maintain the 
specific behaviors listed below. I also understand that I will be evaluated every 30 days 
and that if I have not met these required behaviors, my placement in the Career Education 
Program will be reviewed. At that time, I may be sent back to my home high school or dismissed 
from the program. 

I agree to: 

1. Be on time daily. 

2. Be at school for the designated amount of time daily. 

3. Have a positive attitude toward work and supervisors. 
*. Work independently and not waste time. 

5. Participate in vocational training. 

6. Dress appropriately for work settings. 

7. Other specific areas as listed: 



Date Student Signature 



Career Education Instructor Signature 



Vocational Counselor Signature 
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Trainees 
Name; 



WHITTIER UNION HIGH SCHOOL DISTRICT 
Career Assessment and Placement Center 



Worker Evaluation 



Work Site; 
Address; _ 
City; 



Position; 



Site 

Supervisor; 



Pay Period 
Begins; 



LEGEND 
White - Rehabilitation 
Green - Central File 
Canary - Trainee 
Pink - Teacher 
Goldenrod - Supervisor 



Ends; 



Phone No. 



Evaluations should be made on a realistic basis, 
percentages earned in each assessment category. 



Stipend pay rates are calculated based on 



ASSESSMENT CATEGORIES 



100% 



90% 



80% 



70% 



60% 



50% 



40% 



30% 



20% 



10% 



Date 



Hours 



In Out Total 



PUNCTUAUTY-regularly on time 
ATTENDANCE-dependable; notifies in 

advance if absent 

ATTIJUDE-positive toward work, co- 

workers, supervisors 

FOLLOWS INSTRUCTlONS-cral and 
written 



APPEARANCE-appropriately.dressed 
RETAINS INSTRUCTIONS-remembers tasks 
from day to day 



WORKS INDEPENDENT!* Y-does not need 
continuing supervision; does not waste time 



INITIATIVE-self starter; works ahead with 
out further direction 



QUALITY OF WORK-accurate and well 
done 



SPEED AND PRODUCTIVITY-is equivalent to 
a full-time employee 



Please comment on Trainee's progress; 



9 Sup*/ visor's Signature; 
Trainee's Signature; 



Total Hours 
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Please have worker evaluations completed and signed for payroll processing by; 



Date 
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EMERGENCY PROCEDURES FOR COMMUNITY PARTICIPATION 

The following procedures havp been established in an effort to ;naximize the students' 
participation in the community ? and minimize- the risks. These procedures concern both 
the students 1 and the teachers 1 responsibilities, fri the Transition Program, the Program 
Coordinator is the primary contact person— both in the classroom and community— for 
situations involving lost, sick, injured,, or behavioral - problem student*;. It is the 
responsibility of the eSissroom teacher to instruct each student in correct emergency 
procedures and stranger awareness* 

Travel in the community requires that ail students must carry: 

o Wallet with card holders 

o Emergency card with 20 cents 

o Money for activity 

o DMV identification 

d Hbirie emergency information 

o RTD monthly pass 

o RTi> handicapped identification 

o RTO bus route card 

o Schedule card 

o Medical alerts 

Emergency materials for staff; 

o Student/client schedules 

o Telephone numbers 

o Bus schedules 

o Beeper numbers und procedures (in office), 

o Personal identification 

o District identification 

o Program description card 

Office will have file with the foliowino information for each student/client: 

o Student photograph 

6 Date of birth 

o Social Security # 

o Height 

o Weight 

o Hair color 

o Eye color 

o Nationality 

o Communication mode 

o Schedule 

o Address 

o Telephone # 

o Home contact person 

o emergency telephone //, person to contact 

o Other relevant information 

o 136 
ERIC g-5 



The following procedures should be followed in emergency situations when the student is 
in the community accompanied by an instructor. In an emergency situation, when the 
student is unaccompanied by an instructor, natural and logical consequences will result. 

If a student become* lost: 

o Telephone the Coordinator at the Career. Assessment and Placement Center (CAPC) 
and follow their instructions 

When receiving a phone call from a student/client who is lost, be sure to get hisfter 
location. He/she may need to spell the name of the streets, or stores near them or 
ask someone else to come to the phone and help. Stress that they do not hang up 
until you are confident you know where they are--no matter how long it takes. Also, 
get'the number of the phone from which the student is calling. 

o Coordinator will secure the following information from various services (e.g., 
employer, parent, trainer, peers, etc.): 

o Retrieve the student/client schedule 

o Verify the last place the .student/client was seen 

o Verify the student/client»s departure time and how the client/student was 
- going 

o Identify what clothing and special items the client/student had on and with 
them 

o Notify auxiliary staff (secretaries, district switchboard operators, etc.) 

Based on above information, Coordinator will determine whether to direct a community 
search or notify the RTD. 

RTD SEARCH 

Have the bus schedule, anticipated starting and completion point, and time schedule 
before calling RTD for assistance. 

When calling RTD notify Mrs. Langly at 972-*235. Describe client/student's disability, 
give age, height, weight, behaviors, language, etc. Give them the anticipated route 
number and schedule., 

^u^ 70 ? 8 kkP" 008 number and extension to get in touch with you. Someone must be 
at this number at all times. 

COMMUNITY SEARCH 

The Coordinator will facilitate the following: 

o Drive the bus route between stop the student would embark and stop where student 
snould disembark 

o Check places in area that student is familiar with and rray have utilized in past 
(e.g., restaurants, parks, stores) 
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?o Drive entire bus route 

o Check with others who may have seen the individual in the area (employers, requlars 
on bus, peers, etc.) . 

Coordinator must determine,, on an individual situation, specific basis at which point the 
parents should be notified. 

After unsuccessful community/FtTD search, Coordinator should notify administration at 
Whittier Union High School District and Whittier Area Cooperative Special Education 
Program (WACSEP). At this "time an administrator will notify either the Whittier Police 
Department of Norwalk Sheriffs Department. 

MEDICAL F MFPnFNir^Es 

Define how sick the student/client is (is this possibly an avoidance behavior). 

Identify any physical characteristics that will validate the individual is sick: 

o Temperature 
o Perspiring 
o Chills 
o Vomiting 
o Diarrhea 

Call coordinator to determine option (continue with program, send home, seek medical 
assistance, etc.). 

Coordinator must inform significant others to be effected by chages (e.g., employer, other 
trainers, parents). 

INJURED STUDENTS 

If a student/client becomes injured while in training; 
o Determine the student/client's medical situation. 

o Provide necessary first aid. Send a designated person to call paramedics for medical 
assistance. Do not leave student, if at all possible. 

o Call CAPC Coordinator or have someone who is helping you call. Use your 
community trainer identificationn so the person will have the necessary information. 

o Coordinator will make further calls, transport student, etc " 

o Oncto the injury is under control or the paramedics are involved, you need to start the 
documentation process. Everything needs to be documented for "liability and 
iwiirance* 



SEIZURES 

a Assist the student/client to the ground, 
o Turn them on their side. 
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o Clear the area (move objects student my hurt themselves on). 

o QONOT put anything In their mouth. 

o You may want to put a cover on the person. 

o One needs to be aware of the student/cu>nt who is seizure prone to know- how long 
the seizures last. One should know if there has been a problem with medication and 
one must know the medication the student/client is on the paramedics must know. IF 
the seizure continues more than normal or more than ten (10) minutes, have someone 
cail the paramedics and CAPC Coordinator. 00 NOT leave the student/client. 

o Keep track of the time/length of the seizure. 

o Following the seizure, assess the student/client's physical ability. Coordinator and 
staff will decide to have the student/client, continue in program or to be removed 
from programming for rest. 

o The CAPC Coordinator will call the family and arrange for the family to pick up the 
student/client or to have the student/client taken home. 

o A seizure report must, be completed. 



SEVERE ACTING OUT 

*o Use program description card. 

o Contain student as much as possible without risking Injury. 

o Obtain assistance to call CAPC. Coordinator (possibly police) and help with other 
students. 



M ISCELLANEOUS ISSUES 

o After 4:30 emergencies 

6 Spanish speaking parents/caretakers 

o Weekends and nonschool times 

o Family emergency 

o Nonemergency problems (no bus money, toileting, refusing to work) 

Staff to be trained and involved in emergency procedures 

o Coordinator 

o Instructors 

o Technicians/Specialists 

o Secretaries 

o Employers 

o Peers 

q Family members 

o Police and Sheriffs 

o RTD staff and security 139 

o Community members/merchants *• 

o Switchboard operators 



Student emergency procedure training issues: 

-Stranger training - emergency procedures: 

* 

o Expresses own name (verbally or nonverbaliy 

o Expresses own address 

q Expresses own. telephone number 

o Recognizes functional words/signs 

o Makes decisions independently 

•o Knows where/whom to seek help from 

o Telephone skills 

o Carries emergency money at all times 

o Carries emergency identification at all times (state, school, medical, etcO 

o Application and use of money in appropriate settings 

o Follow directions in various settings from various people 

o Follow rules of safety and conduct in different settings 

o Recognizes emergency <Iost> hurt, sick) 

o Express need for help 

q Interacts appropriately with people in various settings 
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9401 South Painter Ave. • Whittier, California 90605 • (213)698-8121 
Dan Hulbert, Rehabilitation Services Administrator 

ON-THE-JOB TRAINING AGREEMENT 
Amongst The 

WHITTIER UNION HIGH SCHOOL DISTRICT, COMMUNITY EMPLOYER, AND TRAINEE 

The Career Assessment and Placement Center provides vocational services for students to 
become prepared for competitive employment upon completion of their high school education. 
One means of vocational preparation is on-the-job training in an actual employment setting 
within a business or industry in the community. 

There are some basic responsibilities that are expected of the employer, the Center, and the 
trainee in the dev/ilopment and implementation of such a training agreement, as outlined 
below: 

EMPLOYER'S RESPONSIBILITIES 

* Provide a work site and realistic work tasks for the trainee to perform; 

* Provide the tools, supplies, and equipment necessary for the trainee to perform the 
assigned work tasks, unless the job is one which requires the employee to supply their 
own tools; 

* Provide instruction on the assigned work tasks; 

* * Provide general supervision of the trainee; 

Complete bi-weekly training evaluation forms on the trainee's performance; 

In the event of an injury, employer is responsible for contacting the Career Assessment 
and Placement Center immediately and completion of required forms. If the accident 
occurs after our work hours (i.e., evenings, weekends), the employer is responsible for 
transporting the trainee to designated medical facility. 

CAREER ASSESSMENT AND PLACEMENT CENTER'S RESPONSIBILITIES 
Provide vocational training and preparation for the trainee; 

Prescreen the trainee by assessing his/her work skills, interests, aptitudes, and behavior, 
and matching these with an appropriate training setting; 

Provide.ongoing counseling and follow-up with the trainee throughout the training per'od; 

Provide additional support services as needed (could involve one-to-o,.« skill or behav- 
ioral training at the training site); 

Provide Workers' Compensation Insurance coverage for those trainees that are not being 
paid a wage by the employer. 

J/Jl (Continued dn Back) 

A JOINT VENTURE OF 0-6 
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TRAINEE'S RESPONSIBILITY 

SlLl^ 0 i8 ex P 8< ? 1 tBd to demonstrate acceptable work attitudes and behaviors in the 
following areas. Trainees that do not will be provided support services by the Career 
Assessment and Placement Center in order to facilitate the appropriate behavior. 

* Attendance/punctuality 

* Appearance 

* Retains instruction 

* Work independently 

* Initiative 

* Speed and productivity 

* Quality of work 
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MOBILITY TRAINING 



1. Contact Person: Supported Work Project Specialist, (213) 698-8121, extension 318. 

2* Purpose of Service: Mobility Training provides one-to-one instruction in independent 
travel within the community, with jan emphasis on street component recognition, 
pedestrian skills, use of public transportation and appropriate social behaviors, 
leading to integrated community independence for vocational, social, educational, 
and recreational purposes. 

3. Target Population: Developmental^ disabled individuals, sixteen years of age or 
older, residing in the greater Whittier area. 

4. Admission Criteria: In general, a client referred for Mobility Training should: 

a) Be nondestructive to self , others, and surrounding environments 

b) Have basic, self -tare skills 

c) Be independently mobile 

d) Have some mode of communication 

e) Have the potential for developing independent travel skills 

f) Have the total support of parent/guardian(s) to participate fully in all facets of 
this training program 

5. Referral Process: The referral source should complete a Mobility Training/Skill 
Training Referral Form and submit it to the Career Assessment and Placement 
Center, along with copies of the following: 

a) Previous mobility training reports 

b) Most recent Annual Review 

c) Social/behavioral history/report 

d) Psychological assessment reports, if available 

e) General medical exam 

f) Medical specialist reports, if available 

g) "Parental Support-Agreement" signed by parent/guardian(s) 

6. Intake Process: Upon receipt of the referral form and other pertinent information, 
the client is contacted and an intake interview with the Supported Work Project 
Specialist and the parent/guardian(s) is scheduled. Regional Center counselors are 
invited, to attend; the intial intake interview. During the interview, a mobility 
program is developed and a starting date established. If not in attendance, the 
referral source is notified by telephone of the starting date and training program 
specifics and is required to send an authorization for services to the Career 
Assessment and Placement Center prior to the established starting date. 

' , ; * 

\ 4 3 (Continued on Back) 

© A JOINT VENTURE OF G " 7 
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7. Average Length of Program: Program duration will depend on the client's previous 
history of mobility training: 

a) Clients who have had previous independent mobility training and are being 
retrained or trained to self-transport to a new destination will be in the program 
an average of one to two weeks, requiring a minimum of 5 hours of training with 
2 hours of follow-up (shadowing to assure that the skills are mastered). 

b) Clients who have had no previous independent mobility training will be in the 
program an average of 2-4 weeks, requiring a minimum of 15 hours of training 
with 2 hours of follow-up (shadowing to assure that the skills are mastered). 

Mobility Training is terminated when: 

a) The Mobility Training objectives are met 
or 

b) Sufficient progress on the Mobility Training objectives is not being made due to 
lack of participation or inability to benefit from the training. 

8. Methods Used: The Supported Work Project Specialist designs, supervises, and directs 
each individually prescribed Mobility Training program. Trained Vocational Special- 
ists and other support staff implement the programs in a one-to-one training design. 

9. Progress Measurements and Reporting Procedures: At the start of Mobility Training, 
baseline data is gathered in four areas: 1) knowledge of street components; 2) 
pedestrian skills; 3) bus riding components; and 4) behavioral variables. The same 
checklists are used at the conclusion of Mobility Training as a method of reporting 
skill acquisition and current functioning levels. Within 2 days of the completion of 
the Mobility Training, the referral source is notified by telephone. A written report 
comprised of pre- and post-test checklists, along with a narrative summation of skills 
and behavioral variables, is sent to the referral source within 2 weeks of the 
completion of the Mobility Training. 

10. Cost: The cost of providing Mobility Training is $12.84/client/hour direct instruction. 
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1. Contact Person: Supported Work Project Specialist, (213) 698-8121, extension 318. 

2. Purpose of Service: The short-term goal of Skill Training is for the client to: 1) identify 
personal interests, skills, and needs; (2) identify appropriate community programs; and 3) 
access those programs. The long-term goal is for the client to be successfully integrated 
into a heterogeneous community by providing prescriptive instruction in skills specifically 
related to his/her participation and functioning in that community. 

3. Target Population: Developmentally disabled individuals, sixteen years of age or older, 
residing in the greater Whittier area. 

4. Admission Criteria: In general, a client referred for Skill Training should: 

a) Be nondestructive to self , others, and surrounding environments 

b) Have basic self -care skills 

c) Be independently mobile 

d) Have some mode of communication 

e) Have the potential for functioning independently in community program .a 

f) Have the total support of parent/guardians(s) to participate fully in all facets of this 
training program 

5. Referral Process: The referral source should complete a Mobility Training/Skill Training 
Referral Form and submit it to the Career Assessment and Placement Center, along w:th 
copies of the following: 

a) Previous vocational experiences (volunteer, work training, work experience, etc.) 

b) Current vocational interests 

c) Most recent Annual Review 

d) Social/behavioral history/report 

e) Psychological assessment reports, if available 

f) General medical exam 

g) Medical specialist reports, if available 
* : h) "Parental Support Agreement" signed by parent/guardian's) 

6. Intake Process: Upon receipt of the referral form and other pertinent information, the 
client is contacted and an intake interview with the Supported Work Project Specialist and 
the parent/guardian(s) is scheduled. Regional Center counselors are invited to attend the 
initial intake interview. During the interview, an individualized Skill Training program is 
developed and a starting date established. If not in attendance, the referral source is 
notified by telephone of the starting date and training program specifics and is required to 
send an authorization for services' to the Career Assessment and Placement Center prior 
to the established starting date. 

^ M _ (Continued on back) 
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Average Length of Program: Individual client programs will vary from several hours per 
week to one hour per month. Typically, clients will not be provided direct service on a 
daily basis. The, maximum number of direct program hours per client per month is 
anticipated to be 20 hours. Clients will typically remain in the program for a minimum of 
3 months, including foUow-up support services. 

Skill Training is terminated when: 

a) The Skill Training objectives are met, i.e., client is functioning at an optimum level 
of adult independence, successfully integrated into heterogeneous, generic com* 
munity programs 

or 

b) Sufficient progress is not being made due to lack of participation or inability to 
benefit from the training. 

8. Methods Used: Clients are provided one-to-one counseling by the Supported Work Project 
Specialist who assesses the individual's social, recreational, vocational and educational 
skills, needs and interests. The client is provided information on the "menu" of 
community resources and services available to meet his/her needs and interests, supple- 
mental Instruction In order tc access an individually tailored schedule of activities, and 
ongoing monitoring and support services to assure that the client is achieving satisfaction 
and fulfillment in his/her personal program. If existing programs do not meet the client's 
interests and needs* the Supported Work Project Specialist will develop appropriate 
individual programs and cervices. The. training will be implemented by a trained 
Vocational Specialist and/or other support staff on a one-to-one or small group basis. 

9. Progress Measurements: The client's progress is measured by matching the intake 
assfc&nont results and referral request with the individual's program of activities as 
h?/she participate* in the training process and upon termination of services. Within 2 
days of the completion of Skill Training, the referral source is notified by telephone, and a 
written report is submitted within 2 weeks. 

!0* Costr \;m coct of providing Skill Training is $26.15 per client for each face-to-face or 
direct service hour 
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9401 South Painter Avs. • Whittier, California 90605 • (213)698-8121 
Oan Huibart, Rahabiiitation Services Administrator 

MOBILITY TRAINING/SKILL TRAINING REFERRAL FORM 




Referral Date: 

Name: 

Address 



Regional Center Counselor 

D.O.B 

Phones 



Social Security Not 

In Cnse of Emergency (Contact Person): 
Addressi 



Parent(s)/Guardian(s): 



Home Phones 



Training Desired: Mobility Training 



Skill Training 



Projected Number of Hours of Training Required Per Month: 
Reason For Referral (Please be Specific): 



Bus. Phone: 
Both 



EPICAL INFORMATION: 

General Physical Health: Cardiac ' 
Physical Adaptations Utilized: Crutches 
Hospitalizations (Dates/Where/Reason): 

Medications: , ; " 

Does client have seizures: ' ' 



Does client have allergies: 

Other relevant medical information: 



Respiratory Physical Other 

Wheelchair"" Walker Other 



Schedule: 
How often:' 
to what; 



What kind: 
Reaction: 



;• 



EDUCATIONAL INFORMATION: 

Date of last school attendance: 
Functional reading skills: 



Program placement: 



Functional math skills: 
Communication skills (Receptive/Expressive): 



Are adaptive communication devices used: 
Behavioral strengths and weaknesses: • 



Describe: 



[ ERJC 
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(Continued On Back) 



G-8 









kL- , 

u 


FOR CAPC USE ONLY 
ASM #2 






SWP ~ #3 




< 


#1 #4 


• 



PREVIOUS MOBILITY TRAINING; (Complete for Mobility Training Referral) 

(Include dates, training agency, training routes, degree of independence achieved, etc.) 



VOCATIONAL HISTORY; (Complete for Skill Training Referral) 

Dataa (To/From) Name/Location Type of Work 



MISCELLANEOUS INFORMATION; 

Client's primary language; 
Parent($)/Guardlan(8) primary language; 



Client currently resides with; Parent(s)/Guardian(s): Other Residence; . 
Please explain; . ^ — 

Are parent(s)7guar0ianW supportive of the client receiving these services; Yes No" 
Comments; 



Additional information you feel is important: 



PLEASE ATTACH THE FOLLOWING CURRENT INFORMATION: 

Medical Reports 
Psychological Testing 
Program Plans/School Reports 
Annual Reviews (e.g M CDER) 



148 

ASMjfc 

0I/0/b/6w 



f eric: 



9401 South Painter Ave. »" Whittler. Caiifomia 90605 • (213) 698-8121 
Oan Huibert, Rehabilitation Services Administrator 
TRANSITION PROGRAM 

Supervisor's Evaluation of Employee 

Following Employment 




EMPLOYEE EVALUATION 
Client/Employee's Name: 

Job Title: 

Job Site: 



Date Hired: 
Current Date: 



Job Coordinator: 



O 

ERJC 



Please circle the reply that best represents your opinion about the client/employee's 
present situation* 



1. 



2. 



3. 



4. 



5. 



The employee arrives and leaves on time . 

Not Often Undecided 
Enough 



Much Too 
Seldom 



The employee maintains good attendance. 

Not Often Undecided 
Enough 



Much Too 
Seldom 



The employee takes meals and breaks appropriately. 

Not Often Undecided 
Enough 



Much Too 
Seldom 



The employee maintains good appearance. 

Much Too Not Often Undecided 

Seldom Enough 



Usually 



Usually 



Usually 



Usually 



Always 



Always 



Always 



Always 



The employee's performance compares favorably with the other workers performance. 

Strongly Somewhat Undecided Somewhat Strongly 

Disagree Disagree Agree 



6, Communication with the employee is not a problem. 



Strongly 
Disaaree. 



Somewhat 
Disaaree 



Undecided 



Somewhat 
Aaree 



Agree 



Strongly 
Aaree 
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Whlttltf Art* Cooparatlvt Special Education Progrtm and Whlttlar Union High School District 
Accradltad by tha National Commlaalbn on Accreditation of Rehabilitation Facllitit* 



G-9 



7. 



8. 



9. 



The employee attends to job tasks consistently. 

Strong Somewhat Undecided Somewhnt 

Disagree Disagree Agree 

Your overall appraisal of the employee's proficiency at this time. 

Needs Somewhat Satisfactory Somewhat 

Immediate 
Improvement 



Sub-Standard 



Better Than 
Required 



Do you wish to meet with a representative from our Center? 

Yes No 



Strongly 
Agree 



Much 
Better 
Than 
Required 



Additional Comments: 
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TRANSITION 
WORK TRAINING DATA FORM 



Site; 

Client: 

Job: 



Date: 



Time of Evil: 
Evaluator: 



to 



TASKS 

'* - - 


Ratino Within Task 


Ratina Between Task 




Time 
Start 


Time 

StOD 


Quality 
rroolem 


. Speed 
Problem 


Behavior 


Skill 


R+ 


____ a 






\ 

i 










































A- T— ■ -T 1 
















































— : ■ : 
















•«2 — ; 












































































• 
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... 



.TRANSITION 
COMMUNITY DATA 



StudantNama 

OtailnoUon 

Mod* tf 
Tranaportation 

Taak 

Ob««rv«r 



I » JruJapandant 

As»isunca Naadad Dim Tot 
8 * 8«havior 
S«SWU 



Data 



zzz 



Ortw/groomioQ appropriataly 








1 


I 




4 


/ 




| f f% Mlti.i t_t- 

"M fcU/VMlilCUll 

, , . ~ ^ - . — : "T — : . 






















La«vaahoW«*oolonti4i* 






















Walks to workAius slop aafaly/aopro/tfata!? 






















tocataa work A** stop 






















Waits lor bua aopropriately 






















Boards cor ract but 






















Function* on but ($, Mating, bahavior) 






















Locatas atop/dsoarta 










i 










Walks aafaty to dtatinatlon 










i 










Locatas dtstinolion 










i 

i 










InitUtaa taak 

- • 










! 










Ptrf xma tssk 










» i 










Complstss task/cfsana up 










! 1 








Laavaa on tima 


i 




• 


! 1 
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♦ ExcaUsnt 
S NoProblam 
w Problam 
o Savara Probtom 



GENERAL EVALUATION Data 


9 

/ 


//////// 


Indaptndanca 
















r 






flasr Ratetiona 






















Soclar interaction 






















Attituds 






















Appstrancs 








1 












Cooparativa 






















initiitiva 






















Ehduranca 






















Prida 






















Hons sty 






















Follows dlractiona 






















Rata 








1 






i 




i 




Gualtty 








i 
i 






i i 


— i 
i 
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153 



6omaih: 
/Activity: 




































2.. - 
































■5. > 
































V. • - 

- ^ • 
































































































'• 7 • . 
































8 
































v» 
































in 
































XX* 
































17 

































13. . 
































\t\. - 

































15. 






























16. 
































.17. - 
































18. 
































19. „ 
































20; 
































Student's Total 
































fstaftefX^otal %) 


























1 







KEY; 1 = Full physical prompt with direct verbal 

2 = Partial physical prompt with direct verbal 

3 = Modeling 

4 = Direct verbal 

5 = Indirect verbal 

6 = Gestural 

7 s Independent 

. m NC = Noncompliaht 

COMMENTS: 
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ASC DATA CARD 

ftrftt totmviorst 





Sit 


Urn 

: Sttri 


wmt Happened Mori? 
(Antecedent!) 

* 


«nt* Happened? 
(Behavior) 


IJiMH*ptn«iAIt»r 
(Consonances) 










• 










- 








* 


i 










• 












• 
















• 








J 













I 



REIIAVIOR INTER VEtlTON IIERAECHY 



LEAST 

RESTRICTIVE I. Redirect Wavier to a* a^cpriat. response or costing r«po,ne »«* 
as use ol coinmueicatioii, photos, signs, approprUte wJTdT* 

2. Coatiftgent Rereovali StuoeM reieoves stlf. 

Versal eerecUe* to remove self from group end la to e specific place. 
Verbal direction plus gestural (point) 

SXmSl Pfanpl (,0MC * « ^denl 

Pull phvsicaft prompt - escort student to area (you move student). 
J. SupervUioe 
9 Stall observes from afar 

: '&s ^^»„^^— «-«■ - *-> 

mow ! 5UH u*u putiv* r«i«u«c« I. conuh stufeu 

^^g^^g^fataa gjgjyg a ■» sa a^j gguci mdi 

fsB fe* tar ** <,om mlt — " ,ut " - """""" ph "'"' - , • 

Students requiring rota** la campus Oull be Iruled u imller-of-Ucl u nouibfc 
-«l pUc.ci on . |«„, tohMt .cilvi,, until lh«k group ^ 
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9401 South Painter Ave. • Whittier, California 90605 • (213) 698-8121 
Dan, Kulbert, Rehabilitation Services Administrator 



Dear Parents: 

Independent living skills training will be the major area of emphasis in the Transition Program 
•during^ the 1986-87 school year.* Community mobility will again be stressed with programs 
providing training in the areas of street safety, RTD bus riding, shopping, and the use of 
various public services. As always, we will be teaching appropriate public behavior in each of 
these settings. 

Students will participate in on-going training sessions throughout the year. They will be 
expected to take advantage of these community experiences, with training and support 
provided by District personnel. As students become competent in the community, they will be 
participating without direct adult supervision. For example, some students will be riding the 
RJD by themselves to aid from their work training site, while other students may be ready to 
walk to the restaurant across the street by themselves to buy a milkshake. Before students 
begin to travel and/or participate in activities independently in the community, parents/ 
guardians will be notified. Also, it may be necessary for students to be transported in personal 
cars by staff members (e.g., in case student misses the bus). 

• As with all school activities, your permission is necessary for your son/daughter to take 
advantage of these activities. If you have any questions, please contacts. 

Sincerely, 

Bonnie Bolton f Richard^osenberg, Ph.Q> 
Independent Living Skills/Transition Specialist Transitional Project Specialist 

(213) 698-8121, extension 314 (213) 698-8127 extension 322 




(Pleas© detach and return) 

I give my permission for __ t o participate in any 

off-campus activities* designed to facilitate independent living skills as part of his/her 
transition program during the 1986/87 sghool year. I give permission for my son/daughter to 
be transported in personal cars as necessary. 

I understand that my son/daughter may be off campus without direct adult supervision at the 
discretion oV the instructors. 



Date Signaturs of Parent/Guardian 
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A JOINT VENTURE OF 

Whittier Area Cooperative Special Education Program and Whittier Union High School Oistrict 
Accredited by the National Commission on Accreditation of Rehabilitation Facilities 



9401 South Palnttf Ava. • Whittle, California 90605 • (213)698-8121 
Dan Huibart, Rehabilitation Servicas Administrator 

PARENTAL SUPPORT AGREEMENT 




The services provided by the Career Assessment and Placement Center offer my 
eon/daughter the opportunity to maximize his/her potential for independent functioning in 
an integrated community setting for vocational, social, educational and recreational 
purposes. To realize the greatest degree of independence, my son/daughter may travel in 
the community and/or participate in community programs without the direct supervision 
of Career Assessment and Placement Center Instructors. 

The success of the program is highly dependent upon the commitment of all individuals 
' involved. I realize that as a parent/guardian I greatly Influence my son/daughter's Ufa. 
Therefore, the success my .son/daughter experiences in the program partially depends on 
me. I am fully supportive of my son/daughter actively participating In the program 
offered by the Career Assessment and Placement Center, and will allow my son/daughter 
the independence and freedom to engage in ail aspects of the program. 



Signature -of Parent(s)/Guardian(s) 



Date 



Son/Daughter's Name 
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A JOINT VENTUR8 Of* 11/55 

^ n wwttt " Cooprttti* Spadal Education Program and WNttfar Union Hfgft School District Q-15 

Aoa*H*J* mt National Commiaaton on Aocr**ut*n of f*ta*!ftatfon Facilltfaa 



Irientation and Mobility ( Function^ Vision Assessment 
Student 



Birthdate 



Date of Assessment 



Student's visual acuity and/or fields 
Types of low vision aids presently being used 
Cause of visual impairment 
' Prognosis 
Additional information 




TASK 



RATING 



5. Locates and reads room 
numbers. 

Comments: 



6. Perceives intersecting 
hallways. 

•• Comments: 



7* Locates and reads house 
numbers* 



Comments: 



8. Locates and reads street 
signs. 

Comments : * 



11. Perceives declines in 
the walking surface. 

Comments : . 



12. Visually detects holes 
and other depressions. 

Comments: 



13. Visually locates curbs. 
Comments: 



14. Perceives ascending 
stairs. 



; eric- 



Comments : 



SM » student in Motion 
SS • student stationary 



SM 



SS 



TM « target in motion 
TS ■ target stationary 



TO 



TS 



DISTANCE 



SM 



SS 



TM 



TS 



SM 



SS 



TM 



TS 



SM 



SS 



TM 



TS 



SM 



SS 



TM 



TS 



SM 



SS 



TM 



TS 



SM 



SS 



TM 



TS 



TS 



LIGHTING 





9. Identifies crosswalk j 
lines. f 


| SM 


SS 


| m 


1 18 1 




Comments : I 




1 ' | 


10. Perceives inclines in 1 
the walking surface. I 


SM | 


ss ■ | 


TM 


TS 


1 -I 

1 1 



i 



P 





• 






• 












TASK 


RATING 


SM « student in motion 
SS « student stationar. 


TM * target in motion 
y TS ■ target stationary 


DISTANCE 


» i 

LIGHTING 1 


15 ; . 


Perceives descending 
stairs • 




SM 


SS 


TM 


TS 








Comments : 






i 16. 


Color Vision/Contrasts 


1 SM 


SS 


TM 


TS 






« ■ 


Comments: 








Visually distinguishes 
sidewalk from grass linJs 




SM 


SS 


TM 


1 TS 








'Comments: 








18. 


Maintains efficient line 
of travel. 




SM 


SS 


TM 


[ TS 






> 


Comments: 








19. 


Maintains line of travel 
past gas stations and 
parking lots. 
Comments : 




SM 


SS 


TM 


TS 
















20. 


Perceives motion, 
Speed of objects - 




SM 


SS 


TM 


TS 










(fast/slow). 
Comments: „ 












s 






21. 


Perception of distance/ 
proximity pf objects. 


1 


SM | 


SS | 


TM 


TS 










Comments: 


















22. 


Perceives traffic, 
• 


j SM 

' ■ 1 


SS 


TM 


TS 










Comments: 








; 23. 


Perceives traffic 
lights. 




SM 


SS 


TM 


TS 


1 








Comments : 






24. 


Locates arid reads walk, 
don't walk signs,' 




SM 


SS 


TM 


rr*rt 

ID 








RIC- 


Comments : 

rnT — ! ■ J - 
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r 

I; 
t ' 



TASK 1 RATING 


SM * student in Motion 
SS « student stationar) 


TM » target in motion 
' TS « target stationary 


DISTANCE 


LIGHTING 


Employs safety in street I 
crossings with various I 


SM 


SS 


1M 


TS 






crartic controls. 1 
Comments; • 1 




26. Maintains line of travel 1 
in street crossings. 1 


j SM 


SS 


. TM 


TS 






• Comments:' . 1 




■ — j 


27. Reads names and numbers | 
on a bus. 1 


SM 


SS 


TU 


TS j 


I 




Comments: I 






1 


28. Perceives doors in a I 

continuous building line.l 


SM | SS | 


TM 1 


TS 






' ; Comments : 1 






49. Visually negotiates | J 
aisles in a store. 1 1 


SM 1 


SS ( 


TM 


TS 






Comments: I 
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30. Adaptability to various* 1 
lighting situations - I 


SM 


SS | TM 


1 - 1 1 ! 


f giuru/snaaows. 1 1 — = ■ ■ , ... 

Comments; | j 


lAmr i ?cucu xur eyes to i 
adjust to a rapid change 1 
in illumination. f 1 


[ SM 


SS 


1 TM | TS 


i 

r 


Comments; I 






SM | 


SS 


TM i 


TS 














ss 


TM 


i 

TS 












SM 


ss 1 


TM [ 


TS 












o m ^ — — j 
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Name 
I. 



: UNCTIONAL VISION CHECKLIST 



II. 



Ill, 



IV. 



VI, 



VII. 



0 

ERIC 



Maintains straignt or efficient line of travel - 

A. On sidewalk ' 

B. Crossing streets 

Ci Negotiating store, isles 

0. Passing gas stations or parking lots . 

Detection and avoida nce of gbjggjs. 

A. Overhanging . 

B. Waist to ground level' . . , 

C. Waist to head level 

.Depth Perception or- d rop-off detection (visually) 

A. Curbs 

B. Stairs 

C. Surface inclines/declines 

D. Holes and other depressions 

Safety of street crossings 

A. Proper use of traffic 

B. Crossing at s'top sign controlled intersection . 

C. Crossing at light controlled intersection . . 

D. Crossing at light controlled intersection with 
turn arrows or traffic islands . 

E. Use of crosswalks . . 

F. Perceives traffic light . . . 

• i ?! rc S 1 ves _. wa ' k/don 't walk sinn."..*..*. 
Ability. to adapt to various lighting situations' 

A. Difficulty in Glarey situations . 

B. Difficulty "in shadows 

C. Difficulty adapting from indcor to outdoor. 

D. Difficulty adapting from outdoor to indoor 

Visual identification or disrHminatin,, 

A. Discriminate gross shapes or objects 

B. Discriminate people 

C. Identify doors in a continuous building line 

D. Identify driveways along path of travel 

E. Locates destination - visual "*y 

F. Locates & reads street signs - numbers 

G. Locates and reads house numbers 
Travel in congested areas 

A. Indoors •1<6»7 

1 business areas 



5> 



Comments 



G-17 



Student: 



Birtdate: / • / Date of Assessment: / / 



Visual acuity and/or field 
Cause of visual impairment 
Prognosis 



Additional information 



ERIC 



I. Body Mechanics 

A. Posture (static) 
Posture (dynamic) 

B. Gait 

C. Balance 

D. .Eye contact 

II. Basic Orientation Concepts 

A. Use of clock 

B. Use of cardinal directions 

C. Understands geometric forms 

D. Employs turns and facing movements 

E. Has understanding of .distances, near § far 

F. Is aware of his environment 

G. Has awareness of body 

H. Understands- position in space 

I. Can relate spatially to objects 

J. Understands and uses landmarking 

(Tactile, auditory, olfactory, propriocep- 
tive, cutaneous, thermal and/ or visual) 

K. Is able to use direction taking 

L. Is able to square off 

M. Plans and reverses routes 

N. Maintains line of travel 

0. Understands concept of a block 

III. Basic Skills 

A. Employs sighted guide technique 

1. Normal position 

2. At narrow passages 

3. At doors 

4. At stairs and escalators 

5. When being seated 




COMMENT 
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G-18 



/ / o / 

* '%/B*f COMMENT 
: Basic Skills f continued! /^7*V 


B. Demonstrates Hines break 
C* Eaploys trailing 

0. Explores tables and desk taps 

E. Demonstrates protective forearm technique 

F. Deaonstrates lower tody protective technique 

6. Systematically orients self to new 
environment 

! 

H. Retrieves dropped objects 

1. Shakes hands 

J- Identifies money 

K. Enters and exits auto 

IV. Use of Lon* Cane 

A. Touch Technique 
; 1. Grip. 

2. Arm position 

3. Arc width and height 

4. Wrist action 

5. Synchronization 

B. Negotiates obstacles in path of travel 

C. Controls cane at doors 

D. Controls cane in congested areas 

E. Controls cane at intersecting halls/walkways 

F. Understands storage of cane in various 
# situations 

G. Uses Trailing with the Touch Technique 

H. Walks Sighted guide with the cane 

I. Employs Hines break with cane 

J. Understands/demonstrates Diagonal Technique 

K. Understands and demonstrates Touch and 
Slide Technique 

I. Navigates stairs with cane 

1. Ascending 

2. Descending 

M. Enters and exits auto, with cane 

V. Basic Residential Travel 

A. Transfers orientation skills to new 












0 ! 














































































1 
























- : 






; 
























' — 










































ft ; 


B. Maintains ' line of travel on sidewalks i( 


9 






C. Takes direction from shoreline 








; ERjC .-2- 



Residential Travel (continued) 

D. Copes with cane sticking 

E. Differentiates driveways, streets and 
alleyways 

F. Anticipates and detects curbs 

G. Recognizes change in walking surface 

1. Tactile 

2. Proprioceptive 

H. Recognizes change in direction (turns) 

I. Uses Touch and Drag when appropriate 
J. Recovers from veering in driveways 
K. Correctly lines tip for crossing 

L. Crosses residential streets 

M. Uses Three Point Touch Technique 

N # Corrects for miscalculation in street 
crossing 

0. Able to recall/learn a grid pattern 
P# Plans and reverses routes 

Advanced Residential Travel 

A. Recognizes and crosses with various curbs 
1* Blended curb 

2. Wheelchair ramp 

3, Diagonal grassline 

B. Travels in. areas without sidewalks 

C. 'Travels around parked cars 

D. Maintains line of travel around gas 
stations' and parking lots 

E. Recovers from veer into gas stations 
and/or parking lots 

F. Deals with railroad crossing 

G. Deals with increased traffic sounds 

H. Utilizes traffic as a direction taker 

1. Crosses streets with stop signs 

J. Understands basic traffic light control 
intersections 

K. Understands T intersections 
Light. Business Travel 

A. Correctly travels on 'business sidewalks 
(line of travel § position on sidewalk) 

B. Deals with screet hardware . 

C. Approaches intersection A # U 



VIII. 



Light Business travel ("continued) 

D. • Crosses traffic light controlled 

intersections 

E, . Correctly crosses traffic light crossing 

with left turn arrows 

Performs multiple crossings 
Is. able to locate specific destinations 
Employs address system 
Plans and executes complex routes 
Plans alternative routes 
Is able to solicit assi nee as needed 
Towels within a store 
Deals independently with escalators 
Deals Independently with elevators 

Advanced Business Travel 
A. Deals with heavy vehicular traffic sounds 
Deals with heavy pedestrian traffic 
Crosses heavy traffic intersections 



F. 
G. 
H. 
I. 
J. 
K. 
U 
N. 
N. 



B. 
C. 
D. 



travels independently in heavy business 
environment 

B. Locates specific destination 
Public Transportation • ■ 

A. Gathers necessary information to plan bus 
route with and without transfer 

Locates the bus stop 

Identifies correct bus 

Deals with bus driver 

Handles money 

Locates seat 

Executes bus route without transfer 

Executes bus route involving a transfer 

Locatss a specific destination after 
departing bus 

J. Relocate bus stop for return trip 
X. Additional Observations 



B. 
C. 
D. 
E. 
F. 
G. 
H. 
I. 




COMMENT 



■J. 

















- 


















































• 




























■ • 




• 
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KEY: ♦ « Good Performance 



Gartner/dw 



Fair or tncoiisistent 
needs improvement 

- 4 - 



Pcor or unsuccessful 
performance 



PARENT SURVEY OF STUDENTS 
USE OF TIME OUTSIDE OF SCHOOL 



Please answer the following questions, regarding your son/daughter's use of spare time? to 
the best of your knowledge. Please consider what your son/daughter does independently. 



Domestic Skills 

1. Does his/her own/others laundry 
Cooks meals for self /others 
Bathes/showers independently 
Cares for other hygiene needs (e.g., shaving, makeup) 
Selects own clothes from closet 
Cleans own room/other rooms of house 
Examples of domestic activities: 



£4 

3. 
4. 
5. 
6. 



m x per week 
, x per week 
§ x per week 
t x per week 
( x per week 
( x per week 



IL Recreation/Leisure Activities - 

1 1. Participates in activities with family away from home 

Participates in activities without family away from home 



2. 
3. 

4. 
5. 



Participates in activities or hobbies at home other than 
watching television (e.g., sewing, shooting baskets, 
gardening) 

Participates in "handicapped only" events 
Participates in events with nonhandicapped peers 



> x per week 
( x per week 

( x per week 
( x per week 
x per week 



Examples of lesiure/recreation activities: 




HL Mobility Skills 

1. Walks to places independently 

2. Walks to places with family 

3. Walks to places with friends (peers) 

4. Rides bicycle outside of yard 

5. Uses public transportation independently 

6. Uses public transportation with family 

7. Uses public transportation with friends 

8. Is, driven by family or friend 

9. Uses private transportatiorp(e.g., taxi, Dial-A-Ride, 
school bus) 172 



m x per week 
b x per week 
b x per week 
m x per week 
b x per week 
, x per week 
t x per we&*< 
( x per week 



mmmmmm _ m x per week 
(Continued on Back) G-l? 



-2- 



IV. Consumer Skills 

1. Does grocery shopping 

Selects and purchases own clothes 
Ctoes . to restauranti (independently or with friend/peer) 
Buys own bus pass 
Pays bills 
Utilizes a (sank 



2. 
3. 
4. 
5. 
6. 
7. 



Plans and prepares for leisure activities (e.g., calling 
theatre for show times, registers for classes) 



m x per week 
, x per week 
m x per week 
, x per week 
, x per week 
, x per week 

x per week 



V. Vocational Skills 

1. Participates in nonpaid jobs outside of school and home 

2. Receives pay for work done outside of school time. 
Specify amount earned. 



x per week 

$ per week 



VL General Community 



Based on your experiences with your son/daughter, how do you think he/she 
would respond if approached # by a police officer (e^ run away, speak out, 
refuse to talk) 



2. Can your son/daughter tell the difference between a friend and a stranger? 
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APPENDIX H 

BIBLIOGRAPHY OF INSTRUCTIONAL MATERIALS 

Ca ?eer Education - Elementary 

Career Education - Middle School/Junior High 

Career Education - High School 

Preparation for Work - Career Exploration 

Job Seeking Skills 

Preparation for Work - Independent Living Skills 

Job Keeping Skills 

LH Transition Class 
Driver Training 
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C ARE L R EDUCATION 



MATERIALS 



ELEMENTARY 
LEVEL 



These materials may be checked out 
from the Sierra Education Center's 
Career Center for a three week loan. 
Renewals are allowed. 
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READING OR 

CAREER AWARENESS AND EXPLORATION 



Singer 

The Lollipop Dragon: World of Work Kit KT 331 .7 L 

Elementary 

Materials to help students learn about occupations, 
workers, tools, goods, and services • Games, activity 
cards, mini-prints, wall murals, sound filmstripj. 
Grades K-6; 



PRACTICAL (SURVIVAL) MATH 
Incentives for Learning, Inc. 

When KT 529 W 

Elementary and Middle 

One hundred sixty lesson cards in eight sections 
with a vinyl overlay • Time orientation, calendar, 
hours, half hours, quarter hours, minutes, Roman 
numerals, and schedules* 



PRACTICAL MATH /MONEY OR 
INDEPENDENT LIVING/ CONSUMER SKILLS 



SVE 

Money Skills KT 371.9 M 

Grades 4-8 

Multimedia kit of materials dealing with consumer- 
related economic principles and practical money 
management. Activity cards, money mat floor games, 
evaluation material, four sound films trips. 

1. Coin Names and Values 

2. Comparing Coins 

3. Bills and Coins 

4. Buying Things 



HYGIENE/KNOWLEDGE AND CARE OF BODY SYSTEMS OR 
SELF-CONCEPT 

SVE 

Slim Goodbody — Your Body, Health, and Feelings KT 613 S 

Elementary and Middle 

A multimedia kit designed to teach and reinforce 
basic concepts related to awareness, understanding, 
and care of one's body and feelingc. 



176. 



SELfrrCONCEPT OR 

CAREER AWARENESS AND EXPLORATION 
SVE 

Cereer Awareness: A Primary Introduction to Career Education FS 372.1 C 

— . m — , m , Grades K-5 

Five sound films trips introducing career education: 

1* I Have a Body 

2. I Have a Brain 

3. The Work People Do 

4. I Can Do Things 

5. I Can Make Choices 



Random House Co* 

Charlie Brown Career Education Program-Series A FS 331 .7 

B . . . , Grades 4-8 

Eighteen 3ound f ilmstrips to promote career awareness in 
grades 4+: 

1* You Have Many Choices 

2. You May Be Moving 

3. Think of the Future 

4. You'll Have Barriers 

5. You're Something Special 

6. Education is Important 

7. Go Fly a Rite 

8. What f s Your Favorite Work? 

9. There's a Lot You Can Do 

10. You Need to Work 

11. We All Have Dignity 

12. We Have To Prepare 

13. People do different kinds of work 

14. Work means different things 

15. We all have special skills 

16. Where do you want to live 

17. You're worth a lot 

18. Work is important 



SELF-CONCEPT OR 
RELATIONSHIPS WITH OTHERS 

AGS (American Guidance Service Co.) 

DUSO: Developing Understanding of Self and Others KT 153.4 D 

D . , . Grades K-6 

Primary and intermediate kits: puppets, storybooks, puppet 
activity cards, role playing cards, group discussion cards, 
posters, tape cassettes, teacher's manual. All focus on: 

1. Understanding and accepting self 

2. Understanding feelings 

3. Understand tag others ,7 » 

4. Understanding independence 

5. Understanding goals and purposeful behavior 

d 6. Understanding mastery, competence, and resourcefulness 
ERIC 7# Under £ tandin 8 choices and consequences 177 



SELF-CONCEKC 
SVE 

The Lollipc» - • Tde Me I Can Be Kit KT 117 A 

j Elementary 
Six sound . activity ca*-ds, student activity 

sheets, cvtiyow. Kelp students discover who they 
are, why tihey ^re, and become aware of their own accom- 
plishmgnti,. Q: fides K-6 ? 



SVE 

Getting ,to Know Me Elementary 

Four sound filmstrips designed to improve student 

self-concept; 

!• People Are Like Rainbows 

2. A Boat Named George 

3. Listen, Jimmy 

4. Strike Three! You're In 



SVE 

Learning About M FS 155.2 L 

_. Grades 4-8* 

Five sound filmstrips to help students understand how 
their beliefs, feelings, attitudes, and values affect 
how they see themselves and how others see them. 



1. Different Shapes 

2. tfirst Step 

3. I'm New Here 

4. Borrowed Friendship 

5. I'm the Boss 



SOCIAL SKILLS 



SVE 

Manners For Everyday Living FS 390 M 

3 + . Grades 3-7 

Five sound filmstrips to help students leara manners 
for everyday living and for treating others, as they 
would like to be treated* 



ERLC 
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CAREER AWARENES S AND EXFLOBATTmi np 
INDEPENDENT LIVING. SKILLS/COMMONITf AWARENESS 

SVE 

Community Workers and Helpers 

Sound filmstrips: Workers in places familiar to 
children. Grades K-6. 



FS 331.1 C 
Elementary 



Group 1: School Workers 
Library Workers 
Supermarket Workers 
Doctor's Office Workers 

Group 2: Department Store Workers 
Hospital Workers 
Fire Department v , rkers 
Television Workers 

Group 3: Transportation Workers 
Recreation Workers 
People Who Work With Animals 
People Who Make Things 



CAREER AWARENESS AND EXPL ORATION 
BFA Educational Media Co.- 

The Jelly Bean Company: Making and Selling Goods 
The Jelly Bean Company: Performing Services 

Career activity programs which introduce occupational 
clusters. Six sound filmstrips in each set cover the 
various clusters. 



Grades 4-8 
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CAREER EDUCATION 



MATERIALS 



MIDDLE SCHOOL 
JUNIOR HIGH 
LEVEL 



These materials may be checked out 
from the Sierra Education Center's 
Career Center for a three week loan. 
Renewals are allowed. 
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READING OR 

CAREER AWARENESS AND EXPLORATION 



Fear on- Publishers , Inc. 
Pacemaker Vocational Readers 



KT 331.7 P 
Middle and High 



Five cassettes and fifty books, with a reading 
level at grades 1-2 -md ar interest level *t 
grades 7-12, describing experiences of a young 
aduxt in job seeking and job keeping* 

1. Auto Mechanic's Helped 

2. Short-Order Cook 

3. Portex /Janitor 

4. Supe*Tnarket Ftock Clerk 

5. Gardener 

6. Seizing Machine Operator 

7. Duplicating Machine Operator 

8. Waitress 

9. Baker's Helper 

10. Day-Care Center Aide 



One hundred sixty lesson cards in eight 
sections with a vinyl overlay. Time 
orientation, calendar, hours, half hours, 
quarter hours, minutes, Roman numerals, 
and schedules* 



ESP, Inc. 

Counting Money RT 332 C 



Twelve sound cassettes with a book, of 
duplication masters provide practice in 
money skills. 

1. Treasure Hunt/Identify Coins 

2. Quarters and Halved/How Much Change? 

3. Think Sets of Coins/Exact Change 

4. How Many Coins/Picking Apples 

5. Combining Collections/Visit to the F^ir 

6. A Baseball Game/ School Carnival 

7. What Can I Purchase? /Music Graph 

8. Larger Exact Change/Money and Fractions 

9. Bus Trips /Two-Step Problems 

10. Interesting Sale/The Big Race 

11. Using a Bus Fare Table/Burger Shop 



PRACTICAL (SURVIVAL) MATH 



Incentives for Learning, Inc. 
When 



KT 529 W 
Elementary and Middle 



Middle 
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PRACTICAL MATH/MONEY 



Fearon Pitman, Inc. 

Cash Box KI 790 C 

Middle and High 

A cash drawer of $15,000 in simulated c?>ins 
and currency to teach money-related skills 
in the working world. 



PRACTICAL MATH/MONEY OR 
INDEPENDENT LIVING/CONSUMER SKILLS 

SVE 

Money Skills KT 371.9 M 

Grades 4-8 

Multimedia kit of materials derling with 
consumer-related economic principles and 
practical money management. 

Activity cards, money mat floor games, 
evaluation material, four sound f ilms trips s 

1. Coin Names and Values 

2. Comparing Coins 

3. Bills and Coins 

4. Buying Things 



HY GIENE/KNOWLEDGE AND CARE OF BODY SYSTEMS OR 
SELF CONCEPT ' 

SVE 

Slim Goodbody — Your Body, Health, <md Feelings KT 613 S 

Elementary and Middle 

A multimedia kit designed to teach and re- 
inforce basic concepts related to awareness, 
understanding, and care of or.e f s body and 
feelings. 



SELF-CONCEPT 
SVE 

Coping With Adolee *nce FS 612.6 C 

Grades 4-7 

Four sound f^ms trips dealing with the 
physical and emotional changes that both 
bc/S and girls go through. 
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SVE 

Learning About Me 

Five sound .filiastrips to help students 
understand how their beliefs, feelings, 
attitudes, and values affect how they 
see themselves and how o there see them. 

1. Different Shapes 

2. First Step 

3. I'm New Here 

4. Borrowed Friendship 

5. I'm the Boss 



SELF-CONCEPT OR 

CAREER AWARENESS AND EXPLORATION 
Random House Co* 

Charlie Brown Career Education Program-Series A FS 331.7 

Grades 4-8 

Twenty sound filmstrips promote career 
awareness in grades 4-8. 

!• You Have Many Choices 

2. You May be Moving 

3. Think of the Future 

4. You'll Have Barriers 

5. You're Something Special 

6. Education is Important 

7. Go Fly a Kite 

8. What's Your Favorite Work? 

9. There's a Lot You Can Do 

10. You Nee-* to Work 

11. We All Have Dignity 

12. We Have to Prepare 

13. You have to adapt 

14. Leisure time is important 

15. It's fun working with you 

16. Go fly a kite 

17. There's a lot you cca do 

18. You need to work 

19. What's your favorite work 

20. You may be moving 



SELF-CONCEPT/DECISION MAKING 

Eye Gate Media, Inc. 
Making Decisions 

Four sound filmstrips. Grades 7+ 
!• Decisions, Decisions, Decisions 

2. The Ways People Decide 

3. A Better Strategy 

4. Decision-Making in Action 



FS 155.2 L 
Grades 4-8+ 



FS 153 M 
Middle and High 
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RELATIONSHIPS WITH OTHERS 



SVE 

Self-Appraisal Skills FS 158 S 

Middle and High 

Three .sound films trips to help students learn 
how to present themselves honestly, make a 
greater contribution to group efforts, and 
build happier relationships. Discussion 
starters. Grades 7-12. 

1. Responsibility For Your Own Actions 

2. We All Want to Be Liked 

3. Your Self-image 

RELATIONSHIPS WITH PEERS 
SVE 

Understanding Prejudice PS 152.4 U 

Grades 4-9+ 

Four sound filmstrips to help students see 
that the similarities between people are more 
f.mportant than the differences. 



SOCIAL SKILLS 
SVE 

Manners for Everyday Living FS 390 M 

Grades 3-7 

Five sound filmstrips to help students learn 
manners for everyday living and for treating 
others as they would like to be treated. 



CAREER AWARENESS AND EXPLORATION 
Educational Achievement Corporation 

Picture Interest Exploration Survey TS 331.7 P 

Middle and High 

One hundred sixty slides illustrating job 
tasks. Designed as a means of identifying 
student interests in various career clusters 
and activities. Students indicate tasks of 
interest on an inventory scoring sheet as 
cassette states the picture number. 

Slides could be used at any grade level 
without the cassette or inventory sheet 
to promote discussion of jobs and tasks 
which various workers perform. 
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Fearon 

The Job Box KT 331.7 J 

Middle and High 

Seventy booklets with accompanying "Jobsheets" 
(workbook). Information about entry-level jobs, 
classes to take, working conditions, salary 
ranges, advancement, etc. 



BFA Educational Madia Co. 

The Jelly Bean Company: Making and Selling Goods 

The Jelly Bean Compnay: Performing Services Grades 4-8 

Career activity programs which introduce occu- 
pational clusters. Six sound filmstrips in 
each set cover the various clusters. 



SAFETY 
Tidma 

Safetitudes FS 152.4 S 

Middle and High 

Four sound filmstrips to enhance safety 
instruction. 

1. The Lost Ears 

2. How to Steal an "A" 

3. The Accident-Prcue Personality 

4. Don*t Sit Under the Coconut Tree 
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CAREER EDUCATION 
MATERIALS 



HIGH SCHOOL 
LEVEL 



These materials may be checked out 
from the Sierra Education Center's 
Career Center for a three weel. loan. 
Renewals are allowed. 
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CAR EER AWARENESS AND EXPLORATION 
Changing. Times Education Service Co. 

Reei People At Work High School 

Realistic photography with simple text describing 
the jobs of carpenter, pest controller, forester, 
electrician, etc. 

Four sets of readers (10 books/set) focusing on 
different occupations. Each set is written at 
a different reading level as noted below: 



1. Series B - Grade 2 Reading Level 

Leather worker 

Manufacturing optician 

Police team 

Meter molder 

Seaman 

Chef 

Citrus Grower 
Graphic artist 
Supermarket cashier 
Executive housekeeper 

2. Jeries C - Grade 2 Reading Level 



Furniture caaker 
Truck driver 
Actress 
Oil driller 
Beautician 
Shipfitter 
Sheetmecal worker 
Forester 

Metallurgical technician 
Dressmaker 

3. Series G - Grade 3 Reading Level 

Dry cleaner 

Nuclear reactor operator 

Judge 

Machinist 

Fish biologist 

Dentist 

Meteorologist 

Industrial film maker 

Office worker 

Pest controller 



4. Series I - Grade 4 Reading Level 



ERJC 



Building maintenance worker 
Computer operator 
Television news broadcaster 
Coal miner 
Industrial nurse 
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Towboat pilot 
Ceramic worker 
Corporate lawyer 
Power line worker 
Boot maker 



? 



Fearon Publishers, Inc. 

PACEMAKER VOCATIONAL READERS KT 331.7 P 

Middle and High 

Five cassettes and fity books with a reading level at grades 
1-2 and an interest level at grades 7-12, describing 
experience of a young adult in job seeking and job keeping. 

Auto Mechanic's Helper 
Short-Order Cook 
Porter/ Janitor 
Supermarket Stock Clerk 
Gardener 

Sewing Machine Operator 
Duplicating Room Operator 
Waitress 
Baker 1 s Helper 
Day-Care Center Aide 



PRACTICAL (SURVIVAL) READING 

Continental Press 

BASIC LIFE SKILLS: BUSINESS 

High School 

Thirty folders teaching students how to find a job and 
handle money* Designed for secondary students who are 
reading below grade .level. 



WRITTEN COMMUNICATION/CONSUMER FORM CC "PLETION 
Interpretive Education 

APPLICATIONS AND FORMS FS 658.3 A 

High School 

Five sound filmstrips and three workbooks. A step-^by-step 
approach to filling out employment applications, Social 
Security, and other vital forms. 

1. What is an Application Blank? 

2. Personal Data Section 

3. Educational Data Section 

4. Personal References 

5. Work Permit, Social Security, Selective Service Card 



Coronet 

FORMS IN YOUR FUTURE RT 001.5 F 

High- School 

Twelve cassettes with a workbook to assist students in 
completing twenty-four of the ;most common forms they will 
use as consumers, comprehending the language of forms and 
application blanks, and learning how to furnish specific 
information. 



188 



PRACTICAL (SURVIVAL) MATH OR 



INDEPENDENT LIVING/ CONSUMER SKILLS 



EMC Corporation 

CONSUMER EDUCATION SERIES High School 
Five books and read-along cassettes on five consumer topics: 

!• More Food for Our Money RT 641 T 

2. When Things Don't Work (Repairs) RT 640.73 T 

3. Wheels and Deals (Buying Cars) RT 629.2 T 

4. Try It On (Buying Clothes) RT 646 T 

5. Buying on Credit RT 640.73 T 



PRACTICAL MATH/MONEY 
Fearon Pitman, Inc. 

CASH BOX KT 790 C 

Middle and High 

A cash drawer of $15,000 in simulated coins and currency 
to teach money-related skills in the working world. 



PRACTICAL MATH/ PERSONAL MONEY MANAGEMENT 
U.S. Department of HEW 

SOCIAL SECURITY TEACHING AIDS FS 368.4 S 

High School 

Three sound filmstrips dealing with the worker 1 s 
ixivestment in Social Security; grades 10+: 



1. Where It f s At 

2. Your Stake in Social Security 

3. SS Makes the Difference 



PRACTICAL MATH OR 

INDEPENDENT LIVING/CONSUMER SKILLS 

Interpretive Education 

BUDGETING SERIES FS 640.4 B 

High School 

Five sound filmstrips and teacher f s manual. High 
interest, low vocabulary. A programmed series of 
Qoney management. 

1. What is a Budget? 

2. Why Budget? 

3. What Are Expenses? 

4. How to Budget 

5. Budget Help 
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SVE Life Skills 



THE INFORMED CONSUMER FS 640.73 I 

High School 

Four sound films trips with teacher's manual to encourage 
students to become diligent and conscientious consumers. 
Grades 10+. 

1. Consumer Rights and Responsibility 

2. Buying Food and Clothing 

3. Making Major Purchases 

4. Buying a Car 



HEALTH/DRUG EDUCATION 
Focal Point Co. 

ALCOHOL AND ALCOHOLISM F S 616.86 

High School 

Sound films trips. Information needed to make informed 
decisions about drinking 2nd abstaining. 

1. Facts and Fiction About Alcohol 

2. Portrait of an Alcoholic 

3. Alcohol's Effects on the Body 



SELF - CONCEPT 

-Relevant Productions, Inc. 
ON YOUR OWN 

RT 158 0 

Student book with activity sheet and cassette. High School 

Focuses on an individual's rights and responsibilities. 
Grades 10+. 

Scholastic 

MATURITY: GROWING UP STRONG KT 372.4 M 

High School 

Thirty-one books, thirty-one student logbooks, and eight 
posters. Grades 10+ 



£j,LF - CONCEPT/DECISION MAKING 
Eye Gate Media, Inc. 

MAKING DECISIONS FS l53 M 

Middle and High 

Four sound filmstrips. Grades 7+. 

1* Decisions, Decisions, Decisions 

2. The Ways People Decide 

3. A Better Strategy 

4. Decision-Making in Action • 
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RELATIONSHIPS WITH OTHERS 
SVE 

SELF-APPRAISAL SKILLS 

Three sound films trips to help students learn to 
.present themselves honestly, make a greater contri- 
bution to group efforts, and build happier relation- 
ships* Discussion starters* Grades 7 - 12. 

1. Responsibility For Your Own Actions 

2. We all Want To Be Liked 

3. Your Self -Image 



FS 158 S 



CAREER AWARENESS AND EXPLORATION 
CAREERWAYS 

Gender equity career education program. Twelve 30-minute 
videotapes showing role models in nontraditional occupations. 
Twenty-four study prints and teacher's guide. 

Career exploration worksheets adapted for high school students 
accompany videotapes. Can be used with junior high students 
without printed materials for career exploration and equity 



High 



purposes . 






1. Stereotyping and the World of Work 


MV 331.7 


S 


2. You and the World of Work 


MV 331.7 


Y 


3. Careers in Agriculture 


MV 630 


C 


4. Careers in the Arts 


MV 700 


C 


5. Careers in Athletics and Recreation 


MV 790 


C 


6. Careers in Business/Office 


MV 650 


C 


7. Careers in Health Care 


MV 362.1 


C 


8. Careers in Industry 


MV 338 


C 


9. Careers in Services 


MV 331.7 


C 


10. Careers in Science and Engineering 


MV 620 


C 


11. Careers in Transportation 


MV 380 


C 


12. Looking to the Future 


MV 331.7 


C 


Study Prints 


PS 331.7 


C 



Educational Achievement Corporation 
PICTURE INTEREST EXPLORATION SURVEY 

One hundred and sixty slides illustrating job 
tasks. Designed as * means of indentifying 
student interests in various career clusters 
and activities. Students indicate tasks of 
interest on an inventory scoring sheet, as 
cassette states the picture number. 

Slides could be used at any grade level without 
the cassette or inventory sheet to promote 
discussion of jobs and tasks which various workers 
perform. 131 



TS 331.7 P 
Middle or High 



Patheocope Educational Media 
CAREERS IK CONSTRUCTION 



Two sound filmstrips showing major areas of construction: 
Genaral building* highway construotioa, heavy construction. 



FS 69C C 
High School 



Pathescope Educational Media 
CAREERS IN FASHIONS AND TEXTILES 

One sound filmstrip, focusing on workers 
facture, anl sell clothes. 



FS 746 C 
High School 

who design, manu- 



Pathescope Educational Media 
CAREERS LEISURE TIME 

lVo sound filmstrip3 illustrating tha 
workers needed in leisure act^vites: 
campgrounds, p&iks, sports activities 
centers , museums • 



FS 331.7 C 
High School 

growing number of 
vacation homes, 
, hotels, tourist 



Patheocope Educational Media 

CAREERS IN REPArR WORK FS g 2 0 C 

_ High School 

Two sound filmstrips showing l.V. repair, air conditioning 
repair, maintenance of large "mchinery and computers. 



Fearon 

THE JOB BOX y!£ 331.7 J 

Middle and High 

Seventy booklets with accompanying "Job sheets 11 (workbook). 
Information about entry-level jobs, classes to take, 
working conditions, salary ranges, advancement, etc. 
Grade 7+ 

Occupational Awareness Co. 

MULTI-HANDICAPPED OCCU FILE KT ^31.7 ^ 



Two hundred and forty-seven cards designed for learning 
handicapped, visually handicapped, hearing impaired, or 
orthopedicallty handicapped. Acuivity sheets and "Career 
Calendar" for use in learning about jobs, time, and money « 



Higl* School 



Occupational Awareness Co. 

LEARNING FUNCTIONS WORDS OCCU FILE KT 331.7 L 

,n. t. „ „ H1 S h School 

Two hundred cards designed to fit the needs of the average 

high school learniiig handicapped student. Provides occupa- 
tional information. 
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Occupational Awareness Co. 

ENGLISH SURVEY OCCU FILE KT 331.7 E 

High School 

Forty-five cards describing occupations requiring skills in 
English. 



Occupational Awareness Co. 

LEARNING HANDICAPPED OCCU FILE KT 331. 7 

High School 

Two hundred cards designed to fit the needs of the average 
high school learning disabled student. Provides occupational 
information. 



CAREER AWARENESS AND EXPLORATION OR 
CAREER PREPARATION 



McRnight Co. 

ENTERING THE WORLD OF WORK FS 331.7 

High School 

Twelve sound filmstrips with easy to follow narration, 
using simplified vocabulary. Jobs to which special needs 
students may logically aspire. Grades 7-12. 



1. Vhy We Work 

2. Getting Job Leads 

3. Filling Out An Application 

4. Preparing For the Interview 

5. The Job Interview 

6. Your First Day on the Job 

7. Your Paycheck Deducctions 

(PRACTICAL MATH/PERSONAL MONEY MANAGEMENT) 

8. Starting Out on Your Own 

9. How to Follow Directions 
10. Using a Checking Account 

(PRACCTICAL MATH/PERSONAL MONEY MANAGEMENT) 

11* Social Problems and Job Success 

12. Where to Get Help 



CAREER PREPARATION 



Coronet Cassettes 

THE JOB HUNT TR 331.7 J 

High School 

Tape cassettes and teacher's manual to develop job search 
skills: 
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1. Exploring Career Opportunities 

2. Getting Job Leads 

3. Taking Employment Tests 

4. Building Your Resume 

5. (Cassette missing) 

6. Preparing For Your Interview 

7. Filling Out Job Applications 

8. Following Up Your Interview 

9. Wages, Work Rules, and Benefits 1S3 
10. Performing on the Job 



Coronet 

YOU AND YOUR JOB 

Six sound filmstrips: 

Finding Leads 
Resume 

Applications and Interviews 
The First Week 
Part of A Team 
Taking Supervision 
Looking Ahead 

Adkins Life Skills Program (Employ ability Skills Series) 
WHO AM I AND WHERE I WANT TO GO 

KT 158 W 

Six cassettes, vidiotape, and student activity sheets with 
teacher's manual. (Videotape requires reel-to-reel player, 
which can be checked out from Sierra IMC) 

Student develops oral presentation of self, focusing on: 

1. My Interests and Abilities 

2. My Job As I See It 

3. Who I Amr .Presentation/Checklist 



FS 331.1 Y 
High School 



1. 
2. 
3. 
4. 
5. 
6. 
7. 



INDEPENDENT LIVING SKILLS 




Life Skills (SVE) 
DAILY LIVING SKILLS 



FS 640 D 

Four sound filmstriips present learning disabled young High School 

adults as positive role models in real world settings 

to show skills in action. Provides role playing exercises, 

discussion and review. Worksheets and pre/post tests 

included . 

1. Apply for a Job 
(CAREER PREPARATION) 

2. Budgeting Money 

(PRACTICAL MATH/PERSONAL MONEY MANAGEMENT) 

3. Using Public Transportation 

4. Community and Emergency Services 




SVE Life.Skill3 
LIVING ON YOUR OWN 

Four sound filmstrips. A guide for handling situations and 
problems of independent living. 

1. Basic Needs and Goals 

2. Renting or Buying a House 

3. Physical and Emotional, Needs 

4. Legal Rights and Responsibilities 

Interpretive Education 
AUTOMOBILE INSURANCE 

One sound filmstrip: You and Your Car 



SAFETY 
Tidma 

SAFETITUDES 

FS 152.4 S 
Middle and High 

Four sound filmstrips to enhance safety instruction: 

1. The Lost Ears 

2. How to Steal an "A" 

3. The Accident-Prone Personality 

4. Don't Sit Under the Coconut Tree 



SEXUALITY AND THE MENTALLY HANDICAPPED 



FS 640 L 
High School 



FS 368 I 
Middle and High 



Slides (317) 
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PREPARATION FOR WORK BIBLIOGRAPHY 

Career Exploration 
Job Seeking Skills 



A. Reference Books & Pamphlets 

!• The Job Seekers' Bible. Barlow, UCA Publication 

2* Merchandising Your Job Talents. Employment Development Dept., 

State of California 
3. Attitudes On the Job. Education Design Inc. 

B. Student Magazine - Monthly sets 

!• Career World. Curriculum Innovations 

C. Audio-Visual 

1. McKnight Filmstrips and cassettes 

a. Why We Work 

b. Getting Job Leads 

c. Filling Out An Application 

d. Preparing For The Interview 

e. The Job Interview 

f. How To Follow Directions 

2- Money & Lifestyle - Cassette and filmstrip, Changing Times Edu- 
cational Service 

3 * Career Pla nning Program - Cassette and filmstrip, Walt Disney Edu- 
cational Media Co. 

4 * Basic Skills For A Chanr ; ng World - Cassette and filmstrip, Walt Disney 
Educational Media Co. 

D. Textbook 

1. Entering The World of Work. McKnight 

E. Instructional Material 

1. Occu-File. Occupational Awareness 

2. Getting A Job. Feron-Pitman 

3. Work Attitudes. Occupational Awareness 

The Telephone Book Can Help You. Guercus, Student Manual and 
teacher f s guide 

5. Get That Job. Quercus, Teacher f s guide and student manual 
6 * Preparing For The Job Interview. Frank E. Richards 
7. Get Hired. Janus 

8 * Using The Want Ads. Janus, With teacher f s manual 

9. My Job Application File. Janus 
10. Job Planner. Janus 
11*. Entering the World of Work. McKnight 
12. Job Seeking Skills . Multi-Resource Center 
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PREPARATION FOR WORK BIBLIOGRAPHY 

Independent Living Skills 
Job Keeping Skills 

BOOKS 

!• Entering the World of Work, Kimbrell & Vineyard. Textbook for Prep, for 
Work class is approximately 5th grade reading level. 

2. Entering the World of Work - Workbook, supplements text with pre and post 
tests, vocabulary and other activities. 

3. How To Sell Yourself: The Job Seekers 1 Bible, Lawrence E. Barlow 

A mini-course on job seeking skills. Many things can be used for class 
exercises and practice. 

MAGAZINES 

!• Career World, monthly magazine that focuses on various jobs. It also has on- 
going columns that look at the real world, getting hired, jobs, trends, plus a 
question and answer page. 

FILMSTRIPS 

1* Job Survival Skills, a filmstrip dealing with following directions 
on the job, adjusting to work hours, handling your paycheck and budgeting. 

2. Following Directions , covers the different kinds of directions (spoken 
and oral), uses recipes, assembly of items. 

3. Film Strips - related to textbook. Supplements material in the book. 

1. Your Paycheck Deductions 

" 2. Using A Checking Account 

3. Where To Gfct Help 

4. Social Problems and Job Success 

5. Starting Out On Your Own 

6. Your First Days On The Job 

4. Film Strips, On-The-Job Skills series. Also supplemental. 

1. Your Paycheck 

2. Getting Along At Work 

3. Job Communication Skills 

4. Your Work Benefits 

5. Film Strips, Eye Gate Media 

1. Budget Basics: Making Money Meaningful 

2. Planning A Trip: The Economics of Travel 

3. Sports Statistics: What Those Averages Mean 

4. Comparison Shopping: A Really Good Buy 

5. On The Payroll: Deciphering Your Salary 

6. Eating Out: Unraveling Menu Mysteries 
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WORKBOOKS 



1. Keeping A Job, tape plus ditto masters* Gives practical examples of work in 
the everyday worlds (i.e., business forms, reading at work, reference work, 
paycheck deductions, etc.) 

2. Getting A Job, tapes plus ditto masters. Gives practical examples of work in 
•the everyday world. 

3. Taking A Trip , tape plus ditto masters. 

4. Planning For Your Own Apartment, Virginia Belina, Janus. This covers all 
aspects of living on your own, looking, furnishing, buying items, budgeting, 
sharing expenses and decorating. 

5. Sharing An Apartment. Durlynn Anema. Covers a variety of problems 
encountered when you have a room mate. 

6. Raying With Promises, Marjorie Kelly, Ed. D. Quereus Corp. Covers all 
manner of credit, lay away, C.O.D., coupons, gift certificates, refunds, etc. 

7. Paying With Cash, Marjorie Kelly, Marjorie Kelly, Ed. D. Quereus Corp. 
Breaks money handling down to very simple terms. Covers receipts, change 
and money machines. 

8. The Life Experience Continuum: Consumer Skills, Finding, Renting and 
Furnishing a Place of Your Own. Ontario Association for the Mentally 
Retarded, a manual with many practical exercises to help a student learn to 
find a place and live on their own. 

a. Banking, Budgeting and Buying, this manual continues with comparison 
shopping, sales, rainchecks, catalogue shopping, contracts, etc. 

b. Purchase and Storage of Food 

c. Purchase and Care of Clothes 

9. America On Wheels , MVMA. Covers all aspects of the automobile. Focuses 
on buying the right car for the right person, shopping and paying for the car, 
maintenance, insurance, safety, fuel, etc. 

10. Fill In the Blanks, Stephen Match - MAFEX /\ssoc. Covers all different types 
of forms, social security card, withholding, catalogue orders, driver's license, 
etc. 

11. Working Makes Sense, Kahn & Hanna, Fearon-Pitman Publishers, Inc. Simple 
math problems that relate to practical real life situations. 

12. Work Attitudes, George Moore. Covers habits, attendance, mistakes, safety, 
maturity, etc. 

13. Job Survival Skills, Brewner, McMahon, Roche - Educational Design, Inc. A 
variety of worksheets that cover decision making, barriers to communication, 
dealing with the public, etc. 

14. Life Skills - Attitudes On The Job, Brewner, McMahon, Roche - Educational 
Design, Inc. Covers honesty, accepting orders, getting along with others, 
following directions, etc. 

15. Time Cards & Paychacks, Rand - Janus. Simple worksheets on time cards, 
figuring time, computing earnings, deductions, etc. 

16. The Way To Work, Forest - Quereus Corp. Deals with problem solving 
situations, Washing the car, fixing a flat tire, washing clothes, weeding, etc. 

17. Don't Get Fired, Anema - Janus. Covers areas that can cause a person to be 
fired — following directions, taking criticism, pride in your work, etc. 

18. Surviving On the Job , Como - McKnight. Covers appearance, specialized 
training, being loyal, your health, strengths and weaknesses, etc. 

SOFTWARE 

1. You Can Bank On It, takes you step-by-step through opening various accounts 
and how to handle them. 

2. Money, Money, Hartley. Written at 1st grade level. 

3. Work Survival Skills series, Computer Courseware Services. 
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SELECTED MATERIALS FOR LH TRANSITION CLASS 



!• Skills To Achieve Independent Livin g. Melton Peninsula, Inc. 

Consists of skills within k major areas: Personal Management, Home 
Management, Applied Academics, Community Access. 

2. Entering The World of Work. McKnight Publishing. 

3. My Job Application File. Janus Book Publishers. 
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Bibliography - Driver Training 



ERIC 



A. Handbooks - Department of Motor Vehicle 

1. Teen Driver 

2. Parent-Teen Training Aid 

3. California Drivers 1 Handbook 

B. Course of Study - Whittier Union High School District Special Education 
course of study for Learning Handicapped 

C. Consummates 

1. Life Skills Driving , Education Design Inc. )j 

D. Pamphlets 

1. Driving in the City and Country 

2. Getting Ready To Drive 

3. Know The Signs, Frank E. Richards Publishing 

4. Studying For A Driver's License, Donald P. Joyce 

E. Audio-Visual 

1. Road Signs Of The Times - Flash cards, Ideal School Supply 
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APPENDIX I 

WHITTIER UNION HIGH SCHOOL DISTRICT 
CAREER ASSESSMENT AND PLACEMENT CENTER 



Please send copies of: 

Career Objective and Activity Handbook $15.00 

Career Exploration Handbook $15.00 

Continuum of Major Life Activities 

("Bank of Basic Skills") $ 5.00 

I am enclosing (please circle) 
Check 

Money Order 

Official Purchase Order 

In the amount of $ 



Make checks payable to Whittier Union High School District-Career Assessment 
and Placement Center. 



SHIP TO 



NAME 



STREET ADDRESS 



CITY, STATE, ZIP CODE 



PURCHASE ORDER NO. 



Send this order request to: 

Jill Kerl, Office Manager 
Career Assessment and Placement Center 
9401 South Painter Avenue 
Whittier, CA 90605 

O ' 201 w 

ERIC 



Whittier Union High School District 
9401 South Painter Avenue 
Whittier, California 90605 
(213) 698-8121 



CAREER ASSESSMENT AND PLACEMENT CENTER 



VOCATIONAL COUNSELING 
DISSEMINATION MANUAL 



PREPARATION OF THIS MANUAL 

WAS SUPPORTED BY 
OSERS GRANT NO. G008430105 



MARCH, 1988 
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VOCATIONAL 



COUNSELING 



lliat Is Tte Career Assessment 



The Career Assessment and 
Placement Center (CAPC) is a 
joint effort of the Whittier 
Area Cooperative- Special 
Education Program, and the 
Whittier Union High School 
District. Started in Decenfcer, 
197a, the Center provides 
vocational and independent 
living services to individuals 
who have been diagnosed as 
having a physical, cental, or 
emotional disability, who have 
minimi self-care skills, and 
who are junior high school age 
or older. 

Housed on one site, CAPC 
provides a comprehensive 
transition program which 
includes the following services: 
Vocational Counseling; 
Vocational Evaluation; Work 
Adjustment:; Irrieporrfent Living 
Skills; Preparation for Work; 
Job Dev^opaeht/Ple^ment; and 
Career Education. Recognising 
that such a comprehensive 
pr ogram is ideal but not always 
possible, CRBC stresses that it 
is not necessary to provide all 
the services listed above in 
order to begin a school-to-adult 
life transition program. Any of 

HVf Iff It Hfffftefl 

Vocational Counseling fills 
three major needs. One of these 
is to provide students and 
parents with guidance in making 
vocational decisions, planning 
for the future, and setting 
realistic goals. Another need 
filled through Vocational 
Ccunseling is the need for 
coordination and monitoring of 
vocational services. The 
Vocational Counselor acts as a 



and E Laoo e aiL Center (CMC)? 



these servic could function 
independently or in oonjunctic 
with one or two other services 
and could be provided by the 
same service provider (i.e. , 
teacher) , or in cooperation l d 
coordination with other service 
providers (i.e., teacher , 
counselor, psychologist) • 
Likewise, any of the CAPC 
manuals can be used 
independently or in combination 
with others. This manual deals 
with Vocational Counseling, the 
cxapcnent of CAPC which is 
responsible for coordinating and 
monitoring a student's p rogress 
through the Center, providing 
vocational counseling and 
guidance to students, and 
assistance in job-seeking and 
job-keeping skills as necessary. 
The manual can be used 
independently to provide 
guidance in establishing a 
pr o gram of vocational counseling 
in a school district r or it can 
be used in conjunction with one 
or two others to develop a more 
apprehensive program. Ref in to 
the flow chart on the following 
page to see how Vocational 
Counseling fits into the to^al 
CAPC model. 

case manage for students as 
they progress through the 
different services at CAPC. The 
Vocational Counselor, therefore, 
needs to understand the 
components of a suroessful 
vocational plan and have 
knowledge of the different 
services available at CAPC and 
hew they interrelate and have 
knowledge of, and linkage with, 
cxmnurdty resources. The third 
need met through Vocational 
Counseling concerns students' 
needs to learn job-seeking and 
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CAPC TRANSITION MODEL 



SCHOOL/DEPARTMENT OF 
REHABILITATION 

REFERS 
STUDENTS/CLIENTS* 



VOCATIONAL 
EVALUATION 



CASE MANAGER 
Frequently Vocational Counselor, But 
May Be Other Staff Member 



PREP FOR WORK 
WORK ADJUSTMENT 
INDEPENDENT LIVING SKILLS 
(Mobility Training, Domes tic- Etc.) 



JOB DEVELOPMENT 
AND 
PLACEMENT 



T 



REFERRAL TO 
DEPART. OF REHABILITATION, 
REGIONAL CENTER, COMMUNITY 
SERVICES, ADULT SERVICE 
PROVIDERS 



COMPETITIVE EMPLOYMENT 
■SUPPORTIVE EMPLOYMENT 
INTEGRATED SHELTERED WORK ENVIRONMENTS 
(I.e. Work Crews/Enclaves) 



*In the manuals, all 
individuals served. by 
CAPC are referred to 
as students. 
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FOLLOW-UP 
2 YEARS LATER 
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job-keeping skills. Vocational 
Counselors offer students 
guidance in these areas specific 
to his/her individual needs. 

BBfinttfap Of n 

Discussions with a specially 
trained per so n that concentrates 
on planning the selection of an 
occupation, including the 
education or training needed to 
prepare for the occupation 
selected, and in seeking, making 
application, and obtaining 
enplcyment. 

Includes current status 
evaluation in the areas of 
mental abilities, emotional 
health, subject achievement 
levels, and the pinpointing 
of special strengths and 
weaknesses of individuals. 
Various tests, along with 
observations and past history, 
are cannon techniques used in 
making the assessment. 



Ihe person who has primary 
responsibility for coordinating, 
monitoring, and obtaining those 
services needed to reach the 
individual's vocational goals. 

Wtartebility/Trarsition 

An interagency pr o gram with a 
state and local partnership to 
train and provide job experience 
in the private sector for 
handicapped students before 
leaving the secondary education 
program. 

npwmin 1tY Ttescuroes: 

Agencies and businesses within 
the community that provide 
services and/or potential 



training or job sites for 
students. 

(ftffllft flnfl Objectives 

li To assist disabled 
students by providing 
personal and vocational 
counseling in the 
development of goals, 
implementation of vocational 
plans, and case management 
in coordinating, 
implementing, and monitoring 
of those services necessary 
to reach the individualized 
vocational goals. 

2x To act as a liaison 
between CAPC and the 
school's referring staff, 
the student, parents, and 
community agencies and 
resources. 

2± To facilitate the student's 
transition from school to 
adult life. 

Description Of Service 

Vocational Counseling provides a 
number of services which 
include, but are not 1 imited to, 
the following: 

a> Vocational Counselors 
receive and facilitate 
referrals to CMC. They 
clarify the services of CftFC 
to referring sources and 
make suggestions as to 
appropriate referrals. As 
referrals are received, the 
Vocational Counselor begins 
a case log for each student 
and acts as case manager. 

Vocational Counselors 
refer disabled students to 
other p rogr ams or agencies 
such as: 

Vocational 
Evaluation 
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Zl Social (AFDC) 

it Educational (career 
education, work 
adjustment) 

At Medical services 

5a Department of 
Rehabilitation 

6. Services for 
Develcpnentally Disabled 
(Regional, Center) 

2j. Others 

So. Provide follow-up 
services, by monitoring each 
student's p ro gr e ss toward 
individualized vocational 
goals. 

<L Coordinate vocational 
training by: 

ir Working with job 
placement specialists, 
collaborating with them 
in setting up 
situational assessments, 
placing students in Job 
Club, Work Ability, 
Independent Living 
Skills/Transition 
Program, etc. 

Zj. Referring for help 
with specific work 
adjustment problems 

Ix. Assisting in job 
development by 
establishing commmity 
contacts with service 
groups, agencies, and 
businesses 

4x Working directly in 
classrooms, advising 
students on class 
schedules, screening 
students for HOP classes 
and job training, 
answering questions, 
etc. 



5s. Securing stipends 
for job training 

■6 A Monitoring job 
training 

St Counseling students and 
parents in such areas as: 

li Developing realistic 
expectations concerning 
the student's/client's 
vocational abilities 

Difficulties 
adjusting to work such 
as tardiness, absences, 
problems working with 
authority figures, 
substance abuse, 
transportation problems, 
attitude, etc. 

1a Refer parents or 
students to other 
programs or agencies for 
additional 

4a Work with parents to 
enlist their support and 
encouragement with 
students as they 
progress toward 
vocational goals 

5a Work with students 
on job-seeking and job- 
keeping skills 

ft, Vocational Counselors 
participate in developing 
IEPs and in staffing 
conferences for students. 
The Vocational Counselor is 
a key resource and link to 
the IEP team in developing 
vocational goals and 
differential standards for 
proficiencies. They also 
participate in staffing 
conferences following the 
completion of Vocational 
Evaluation. Here they 
assist in developing goals 
and plans for 
implementation. 
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Usincr Other Oomraents of CAPC 

The Vocational Counseling 
Program has a number of 
available resources to which it 
can refer. Host often, 
Vocational Counselors refer 
students to other c o m ponents of 
CAPC. The following CAPC 
programs are available for 
referral and are located on the 
same site as Vocational 
counseling: 

VQCatigpal Evaluation- 

provides a occprehensive 
assessment of student's 
interests and abilities, 
matches these with an 
occupation, and develops 
vocational goals. 

Preparation for Work and 
Work Adjustment - Develops 
job-socking and job-keeping 
skills by working on a 
number of skills such as: 
how to find a job, hew to 
fill out a job application, 
how to write a resume, and 
how to practice job 
interviewing. In addition, 
the practical aspects of 
living on your own are 
covered, including such 
topics as banking, grocery 
shopping, budgeting, renting 
an apartment, consumer 
education, etc. 

Independent 
Livina/Pransition Proaram- 
This program is designed for 
students who have already 
ooupleted four years of high 
school but need additional 
training in order to 
successfully maintain a job 
and live independently in 
the community. To enable 
the student/client to make 
the transition from school 



to adult life, the p rogr a m 
focuses on the individual's 
total life style, including not 
only vocational training but 
also training in the areas of 
domest ic life, consumer 
education , recreation and 
leisure, etc. 

232 Development and Job 

PlflflBlffflfi - Provides a link 
between the school and 
community by building 
ccuunity support for the 
program, developing job 
sites, placing students in 
jobs, providing follqw-up on 
j obs , and gaining 
oenpetitive employment to 
the fullest extent possible 
for each student. 

Work With Ifr? Pn^nilffnt 
Rehabilitation 

Another referral resource which 
is available is the California 
D ep ar tme n t of Rehabilitation. 
All states have a Department of 
Rehabilitation and although 
services may vary from one local 
office to another, they can 
provide vocational evaluation, 
counseling, and assistance with 
job placement and funding. 

Resources 3 TwtifflT ffrtrt B^e 

A teacher could develop 
relationships with businesses, 
agencies , service clubs , 
employers, etc., within the 
community. Through these 
contacts, he/she could set up 
situational assessments, field 
trips, guest speakers, job 
training, job placement, etc. 
In the classroom, a teacher 
could help students to develop a 
"Marker? attitude by structuring 
the class like a job s e tt ing and 
by providing instruction in 
attitudes necessary for success 
on a job. 



4 209 



Resources 



Al linkage with service 
providers for adults. 



Many ocnanunities publish a guide 
which lists local service 
agencies, providing addresses, 
phone rotors and information 
regarding hours, types of 
sarvioes offered, and population 
served* 

HBfc C MC Haft Uwfc H»« 

Since its beginning in 1979, 
CMC has developed policies, 
procedures , methods , and 
materials ttoich have contributed 
to the success that it hew is. 
The following list contains 
those elements which have 
particularly contributed to the 
success of Vocational 
Counseling. 

I* Provided a counseling 
service that is direct and 
readily accessible. 

2* Vocational Counselors go 
into classrooms and work 
directly with students and 
teachers. 

i. Established cennunity 
work training with an 
incentive stipend. 

4^ Worked with the 
Department of Rehabilitation 
and other referring sources. 

5jl Have been able to serve 
any student that has a 
disability. 

Sll Evaluation unit located 
at the Center. 



BcafelfiMg That CAPC Has 

Encountered And Potential 

Solutions 

Jo. The logistics of 
transp o rt a tion has created 
some difficulties. Some 
possible solutions to these 
difficulties might include 
working with parents to 
enlist their support, and 
enabling students to be more 
independently mobile by 
training them to use public 
transportation. 

Zx There have been some 
problems with ocuounicating 
the function of CAPC to 
schools, resulting in some 
inaccurate perceptions 
regarding services, roles of 
staff, and appropriate 
referrals. A possible 
solution might be to conduct 
awareness presentations to 
provide information and 
clarification. 

i. Not being able to work 
with students after 
graduation has been a 
problem in the past; 
however, this is changing 
due to the Independent 
Living/Transition Program 
(see section on Resources). 
Another possible solution 
would be to refer students 
vjho have graduated to the 
Department of Rehabilitation 
and other adult pr o grams . 



2*. Concentration of 
resources on one canpus. 

JL Vocational Counselors 
coordinate all the different 
aspects of the Center for 
each student. 



210 

5 



APPENDIX — FCR6 AND REFERENCE MKHKEMS 



A. Position Description, Vocational Counselor 

B. Position Description, Psychologist/Vocational Counselor 

C. CAPC Guide to Ccnnunity Resources 

D. Job dub Referral Form 

E. Source DocuBwnt 

F. Vocational Plan 

6. Vocational Sunnary 

H. Ccnnunity Work Training Referral Form 

I. Department of Rehabilitation Work Station Placement 
J. Job Placement Referral Form 

K. Work Adjustment and Independent Living Skills Referral Form 

L. Parent Consent for Services 

M. Vocational Evaluation Referral Form (School) 

N. California Department of Rehabilitation Client Information Booklet 

1. California Department of Rehabilitation - Application for 
Vocational Rehabilitation Services 

2. Department of Rehabilitation - Enployment Record 

3. Department of Rehabilitation - Referral Checklist 
0. CAPC Worker Evaluation Form 




WHITTIER UNION HIGH SCHOOL DISTRICT 
Whittier, California 



POSITION DESCRIPTION 



Date Prepared: October 1, 1985 

Position Title: Vocational Counselor 

Department: Educational Services - Pupil Personnel Services 

» 

Program: Career Assessment and Placement Center 



Function: 

Under the general direction of the Rehabilitation Services Administrator, provides 
personal and vocational counseling to disabled students and parents in the develop- 
ment of vocational goals and implementation of vocational plans* Serves as case 
manager in the coordination and monitoring of the vocational, social, rehabilita- 
tion, and educational services necessary to reach the goals. 



Reporting Relationships : 

Reports To: Rehabilitation Services Administrator 
Supervises: No one 
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RESPONSIBILITIES 

1. To provide case management services 
for disabled high school and, on select- 
ed cases, junior high school students 
and adult clients. 



I 

J 



i 



[ 

! AUTHORITIE S 

! 

s 

j 1.1 To receive and facilitate referrals from 
school personnel for Career Assessment 
I and Placement Center services. 

1.2 To refer disabled students to appropriate 
vocational, social, educational, econ- 
omic, and medical programs and ser- 
vices, including the Department of 
Rehabilitation. 

1.3 To provide follow-along services to dis- 
abled students throughout the educa- 
tional and training process .until job 
placement occurs, or until student grad- 
uates or leaves school if student is 
Department of Rehabilitation client. 

1.4 To request assistance from the Voca- 
tional Specialists in training evalua- 
tions, stipend disbursements, and 
Department of Rehabilitation applica- 
tions. 

1.5 To terminate students from case load 
when student and/or parents indicate the 
desire to discontinue services. 



1.6 To request transportation assistance 
from the Office Manager. 



2. To develop vocational goals with dis- 
abled students and parents and imple- 
ment vocational plans to attain the 
goals. 
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2.1 To provide vocational and personal coun- 
seling to disabled students and their 
parents. 

2.2 To request vocational, social, educa- 
tional, economic, and medical informa- 
tion on disabled students from parents, 
school personnel, and public and private 
agencies. 



STANDARDS OF PERFORMANCE 



1.11 All referrals from school personnel 
for services will be discuesed with 
the referral source end either ser- 
vices initiated or referral to an 
appropriate agency or service within. 
1 week of the referral date. 

1.12 The progress and status of all stu- 
dents actively on case load will be 
reviewed monthly to assure that 
vocational goals remain appropriate 
and that adequate services are being 
provided for the students to reach 
the goals. 

1.13 All students in work training, either 
on campus or off and either paid or 
non-paid* will be evaluated at least * 
every 2 weeks and counseled as to 
work progress within 8 school days 
of the evaluation. 

1.14 Vocational counseling services 
receive a 90% or better positive 
response in the annual performance 
evaluation survey conducted with, 
assigned school personnel and ser- 
vice recipients. 



2.11 All disabled students actively on 
case load will have a written voca- 
tional plan in the Center's central 
file, which includes specific voca- 
tional goals, time frames for reach- 
ing the goals, and services and pro- 
grams being provided to reach the 
goal. 
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RE: 



SIBILITIES 



3. 



To promulgate and make available the 
Center's services to the assigned 
schools 9 staff, disabled students, and 
parents. 



4. 



To assure that every disabled student is 
given the fullest opportunity to reach 
his/her maximum vocational potential. 



I 2.3 



2.4 



3.1 



AUTHflWTIES 

To document and maintain detailed 
vocational plans, vocational summaries, 
and progress reports. 

To schedule and conduct disabled stu- 
dent, teacher, and/or parent confer- 
ences. 



To initiate contact with school per- 
sonnel, disabled students, and parents. 



3.2 To conduct tours of the Center. 

3.3 . To schedule daily activities to assure 

contact and availability to personnel, 
disabled students, and parents of the 
assigned schools. 



4.1 la participate in the EAS and SAT meet- 
ings and provide input on vocational 
recommendations. 

4.2 To request participation and attendance 
at workshops, conferences, etc*, to keep 
current on vocational counseling trends, 
practices, and research. 
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STANDARDS OF PEt^lMANCE 



2.12 All changes or modifications in the 
disabled students 1 vocational goals 
or plan, including time frames and 
services or programs being provided, 
will be documented in the Center's 
central file within 2 weeks of the 
change or modification. 

2.13 All vocational evaluation staffings 
will be attended. 



3.11 All requests by school personnel, 
disabled students, and parents for 
information on the Center's services 
are met within 1 week of the 
request. 



4.11 All EAS and/or SAT meetings 
regarding students on case lopds 
from assigned schools or at the 
request of the Psychologist or spe- 
cial education teacher will be 
attended or the vocational input will 
be discussed with the teacher. 
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WHITTIER UNION HIGH SCHOOL DISTRICT 
Whittier, California 



POSITION DESCRIPTION 

! 



Date Prepared: October 1, 1985 

Position Title; Psychologist/Vocational Counselor 

t 

Department: Educational Services - Pupil Personnel Services 

Program? Career Assessment and Placement Center 



Function: 

Under the general direction of the Rehabilitation Services Administrator, provides 
psychological assessment and therapy for clients/students* Provides psychological 
assessment data and interpretation to help develop individualized vocational 
evaluation and work adjustment treatment plans) provides personal and vocational 
counseling to disabled students and parents in the development of vocational goals 
and implementation of vocational plans. Serves as case manager in the coordina- 
tion and monitoring of the vocational, social, rehabilitation! and educational 
services necessary to reach the goals. 



Reporting Relationships : 

Reports To: Rehabilitation Services Administrator 
Supervises: No one 

ok; 
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j * RESPONSIBILITIES 

v * 

; 1. To provide psychological assessment for 
referred clients and students. 



I 2. To provide psychotherapy services for 
referred clients and students. 




AUTHORITIES 



1.1 To request background information from 
school personnel, parents, and public and 
private agencies. 

1.2 To schedule psychological assessment 
with the referred client/student. 

1.3 To administer, score, and interpret the 
appropriate psychological tests to obtain 
the referral information. 

1.4 To document the psychological assess- 
ment results and distribute the report to 
appropriate individuals and agencies. 

1.5 To request participation and attendance 
at workshops, conferences, etc., and to 
keep current on psychological assess- 
ment and psychotherapy trends, prac- 
tices, and research. 

1.6 To participate in student, parent, and 
teacher conferences and provide input on 
psychological assessment. 



2.1 To request background information from 
school personnel, parents, and public and 
private agencies. 

2.2 To schedule psychotherapy assessment 
with the referred client/student. 




STANDARDS OF PERFORMANCE 



1.11 All referral clients/students will be 
scheduled for assessment within 1 \ 
week of the date of referral, unless 
a later date is acceptable to the , 
referral source. 

1.12 Psychological services will receive a 
90% or better positive response in 
the annual performance evaluation 
survey conducted with school and 
referral agency personnel and ser- 
vice consumers. 

1.13 All psychological assessment reports; 
will be completed and submitted for 
typing and reproduction within 3 
work days of the assessment date; 
distribution will be done within 1 
day of receipt of the completed 
report. 

1.14 Complete and submit a bi-annual log 
of clients/students tested, tests 

mm administered, and testing dates to 
the Rehabilitation Services Admin- 
istrator by the last day of January 
and July. 

1.15 All psychological assessment reports 
wili include all the information 
requested by the referral source. 



2.11 All referred clients/students will be 
scheduled for psychotherapy or 
referred to appropriate community . 
psychotherapy services within 1 
week of the date of referral. 
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! ' reA>nsibilitibs 


AUTlAlTIES 


STANDARDS OF PeArMANCE 


i 

«- • 

{ 3. To provide case management services 
j ~ for disabled high school and, on Seide- 
ll ted cases, junior high school students 
j and adult clients. 

> • i 
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| 2.3 To administer, score, and interpret the 
! appropriate psychotherapy tb^ts to ob- 
j tain the referral information. 

j 2.4 To participate in student, parent, and 
teacher conferences and provide input on 
j psychotherapy assessment. 

. 2.5 To refer clients/students to appropriate 
community psychotherapy services. 

3.1 To receive and facilitate referrals from 
school personnel for Career Assessment 
and Placement Center services. 

3.2 To refer disabled students to appropriate 
■ vocational, social, educational, econ- 
omic, and medical programs and ser- 
vices, including the {Department of 
Rehabilitation. 

3.3 To provide follow-along services to dis- 
abled students throughout the educa- 
tional and training process until job 
placement occurs, or until student grad- 
uates or leaves school if student is 
Department of Rehabilitation client. 

3.4 To request assistance from the Voca- 
tional Specialists in training evaluations, 
stipend disbursements, and Department 
of Rehabilitation applications. 

3.5 To terminate students from case load 
when student and/or parents indicate the 
desire to discontinue services. 

3.6 To request transportation assistance 
from Office Manager. 


2.12 All psychotherapy reports will be 
completed and submitted for typing , 
and reproduction within 3 work days 
of the assessment date} and dis- 
tribution will be done .within l.day 
of receipt of the completed report. 

3.11 All referrals from school personnel 
for services will be discussed with 
the referral scurce and either ser- 
vices initiated or referral made to 
an appropriate agency or service 
within 1 week of the referral date. 

3.12 The progress and status of all stu- 
dents actively on case load will be 
reviewed monthly to assure that ; 
vocational goals remain appropriate 
find that adequate services are being 
provided for the students to reach 
the goals* 

3.13 All students in work training, either 
on campus or off, either paid or 
non-paid, will be evaluated at least 
every 2 weeks and counseled as to 
work progress within 8 school days 
of the evaluation. 

3.14 Vocational counseling services 
receive a 90% or better positive 
response in the annual performance 
evaluation survey conducted with 
assigned school personnel and ser- 
vice recipients. 
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] RESPONSIBILITIES 


AUTHORITIES 


STANDARDS OF PERFORMANCE 


]>4. To develop vocational goals with dis- 
abled students and parents and imple- 
ment vocational plans to attain the 
goals. 

f 

• 

r 

5. To promulgate and make available the J 
1 Center's services to the assigned I 
schools 9 staff, disabled students, and i 
parents. 

> 

i 

\ ' i 

i 
) 

» t 

j 6. To assure that every disabled student is 
given the fullest opportunity to reach 
| his/her maximum vocational potential. j 

r 

! 

1 ERJC • 


i 

j 4*1 To provide vocational and personal coun- 
! seling to disabled students and their 
j parents. 

! 4.2 To request vocational, social, educa- 
tional, economic, and medical informa- 
. tion on disabled students from parents, 
school personnel, and public and private 
agencies* , 

: 4.3 To document and maintain detailed 
vocational plans, summaries, and prog- 
ress reports. 

4.4 To schedule and conduct disabled stu- 
dent, teacher, and/or parent confer- 
ences. 

5.1 To initiate contact with school per- 
sonnel, disabled students, and parents. 

5.2 To conduct tours of the Center. 

5.3 To schedule daily activities to assure 
contact and availability to personnel, 
disabled students, and parents of the 
assigned schools. 

6.1 To participate in the EAS and SAT meet- 
ings and provide input on vocational 
recommendations. 

6.2 To request participation and attendance 
at workshops, conferences, etc., to keep 
current on vocational counseling trends, 
practices, and rwfarch. 


4.11 All disabled students actively on 
case load will have a written voca- 
tional plan in the Center's central 
file, which includes specific voca- 
tional goals, time frames for reach- 2 
ing the goals, and services and pf p- ' 
grams being provided to reach the ' 
goal. , M 7 

4.12 All changes or modifications in ttie 
disabled students 9 vocational goals 
or plan, including time frames and ■ 
services or programs being provided, 
will be documented in the Center's ■ 
central file within 2 weeks of the 
change or modification. 

4.13 All vocational evaluation staff ings , 
will be attended. 

5.11 All requests by school personnel, 
disabled students, and parents for 
information on the Centers services 
are met within 1 week of the 
request. 

6.11 All EAS and/or SAT meetipgs 
regarding students on case loads 
from assigned schools or at the 
request of the Psychologist or spe- 
cial education teacher will be 
attended or the vocational input v/ill ; 
be discussed with threadier. 
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GUIDE TO 
COMMUNITY RESOURCES 



Places To Go 




Things To Do 



People To See 



CAREER ASSESSMENT AND PLACEMENT CENTER 
9401 SOUTH PAINTER AVENUE * 
WHITTIER, CA 90605 
1986 
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CAREER Ag$SS$¥£NT 
& PLAGEMENTCENIER. 
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9401 South Painter Ave. • Whittier, California 90605 • (213) 698-8121 
Dan Hulbert, Rehabilitation Services Administrator 



/ 



Dear Student: 

As you leave high school and prepare for your future, we at the Career Assessment 
and Placement Center would like to assist you in reaching your goals • . . to do 
those things you want most to do • . to become who you want to be. 

We want you to use this guide to assist you along the road to a happy and prosperous 
future. If, after you leave high school, you have any questions or want counsel, 
please feel free to contact the counselor from your home school. 



Counselors 



Dennis Milligan 



Santa Fe High School 
La Serna High School 
Frontier High School 




Robbie Low 



Whittier High School 
Pioneer High School 



Weldon Bramlett 



California High School 



Jean Nathanson 



El Rancho High School 



Richard Rosenberg 



Transitional Programs 



Good luck in your future! 



Sincerely, 



Dan Hulbert 

Rehabilitation Services Administrator 



DH:jk 



• 
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A JOINT VENTURE OF 




Whittier Area Cooperative Special Education Program and Whittier Union High School Olstrlct 
Accredited by the National Commiselon on Accreditation of Rehabilitation Facilities 
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SOCIAL-RECREATIONAL 



ALMA FAMILY SERVICES 
3839 Selig Place 
Los Angeles, CA 90031 
(213) 223-5850 

Age Served: 12 and Over 
Hours: 8:30 5:00 

Services: Social-recreational program promoting physical, social, and cognitive 
development. Coordinates dance, craft, bowling, and Jack LaLanne 
activities. Saturday Program. 

Self-Referred 



CITY OF WHHTIER/PARKS AND RECREATION 

7630 South Washington Avenue 

Whittier, CA 

(213) 945-8205, ext. 431 

Friday Night Club - 2nd and 4th Friday of Month (18 and over) 
Tuesday-Game Night (Palm Park), 7:00 p.m. - 9:00 p.m. 

Age Served: 15 and Over 
Hours: 8:00 - 5:00 

Services* Friday Night Club— outings for young adults and bus trip once a month. 
Self-Referred 



EXCEPTIONAL CHILDREN'S FOUNDATION 
3750 West Martin Luther King Jr. Boulevard 
Los Angeles, CA 
(213) 290-2000, ext. 229 

Age Served: AU Ages 
Hours: 8:30 - 4:30 

Services: Special education program 
artistic education program. 

Self-Referred 



for elementary and secondary students; 



INTERCOMMUNITY BUND CENTER, INC. 
7702 South Washington Avenue 
Whittier, CA 90602 
(213) 698-1001 

Age Served: All Ages. 

Hours: 9:00 - 5:00$ evening cooking class for youth 

Services: Information and referral, counseling, craft classes, homemaking skills 
classes, cooking classes, recreational outings, talking books lending 
library, visual aids. 

Self-Referred 
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PENN REHABILITATION CENTER 
12360 Penn Street 
Whittier, CA 90602 
(213) 698-7514 

Age Served: 18 and Over 
Hours: 8:00 - 4:00 

Services: Encourage participation in leisure time activities, weekly bowling, 
monthly luncheons, seasonal parties. 

Referred through Regional Center or Self-Referred 



SANTA FE SPRINGS RECREATION CENTER 
11155 Charlesworth Road 
Santa Fe Springs, CA 90670 
(213) 948-3717 

Age Served: All ages 

Hours: 10:00 a.m. - 10:00 p.m. 



Y.M.CA. 
Whittier Center 
12817 East Hadley Street 
Whittier, CA 90601 
(213) 698-0184 

Age Served: All ages of children & adults 

Hours: Monday through Friday: 8:30 a.m. - 9:00 p.m. 

Saturday: 8:00 a.m. - 1:30 p.m. 

Services: Membership, for a fee, would enable youth or adult use of either 
of the facilities in Whittier. Services include aerobic classes, swimming 
programs, use of weight rooms, and sauna. The Y.M.C.A. also 
offers a variety of classes either free to members or at a reduced 
fee. Just a few of these classes are: Martial Arts, Dance, Slimnastics, 
Yoga, Calligraphy, Child Birth Preparation. 



Y.M.CA. STRIDE PROGRAM 
12817 Hadley Street 
Whittier, CA 90601 
(213) 698-0184 

Age Served: 18 and Over 
Hours: 9:00 - 2:30 

Services: ■ Develop Independent living skills, social mobility, and community 
resources. 

Referred through Regional Center 



East Whittier Center 
15740 East Starbuck Street 
Whittier, CA 90603 
(213) 943-7241 
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COUNSELING 



EL CAM1NO MENTAL HEALTH 
11721-A Telegraph Road 
Santa Fe Springs, CA 90670 
(213) 949-8455 

Age Served: 18 and Over 

Hours: Monday, Thursday, and Friday: 8:00 - 5:00 ' 

Tuesday and Wednesday: 8:00 - 7:00 

Services: Individual and group counseling; adolescent group counseling on self- 
esteem* 

Call to make an appointment 



FAMILY SERVICE 

7702 South Washington Avenue #C 

Whittier, CA 

(213) 698-7941 



10016 Pioneer Boulevard #110 
Santa Fe Springs, CA 90670 
(213) 949-9691 



Age Served: 6 and Over 

Hours: ■ Monday: 9:00 - 9:00 

Tuesday and Wednesday: 9:00 - 5:00 
Thursday and Friday: 9:00 - 9:00 

Services: Individual and family counseling 

Call to make an appointment 



HELPLINE YOUTH COUNSELING 
12330 East Firestone Blvd. 
Nfarwalk, CA 90650 
(213) 864-3722 

Age Served: All Ages (Youth/Family Counseling) 
Hours: Monday through Friday: Appointment Only 

Services: Individual, family, and group counseling? transportation provided if 
needed. 



PROJECT INFO 
9401 South Painter Avenue 
Whittier, CA 90605 
(213) 698-9436 

Age Served: All Ages 
Hours: 8:30 - 4:30 

Meetings: Tuesday/Thursday - Family Communication Skills Program 
Services: A family communication program in which families attend weekly 

meetings to establish cohesiveness within family members, building 

understanding and respect. 
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REGIONAL CENTER FOR THE DEVELOPMENT ALLY DISABLED 
12501 Philadelphia Street 
Whittier, CA 
(213)698-0146 

Age Served: All Ages 
Hours: 7:30-4:00 

Services: Information and referral; diagnosis and evaluation; early intervention 
program; individual program planning; advocacy. 



WHITTIER HEALTH CENTER 

Parent Anonymous 

7643 South Painter Avenue 

Whittier, CA 

(213) 698-6251 

Hours: 8:00 - 5:00 

Services: Parent group for help with parenting. Group meetings as announced. 
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EDUCATION 



CERRITOS COLLEGE (Community Services) 
11110 East Alondra Boulevard 
Norwalk, CA 90650 
(213) 860-2451, ext. 521 

Age Served: 4th Grade to Adult 

Hours: Monday through Friday: 8:00 a.m. - 9:00 p.m. 

Saturday: 8:00 - 1:30 

Services: Resource center of fers support services to integrate and mainstream; 

registration assistance; placement test assistance; campus orientation; 
instructor liaison; tutoring; note taking, test taking assistance. 

Call or walk-in application 
' Not difficult to get inter-city permit 



CERRITOS COLLEGE VOCATIONAL EDUCATION PROGRAM 

(akil Satellite-Program) 

Rancho Los Amlgos Hospital 

129i>9 Laurel Street 

Downey, CA 90242 

(213) 922-7728 

Age Served: 18 and Over 
Hours: 8:00 - 12:00 

9:00 - 11:30 (summer) 
Services: Instructional program in business courses, service occupations, teacher 

aide, landscape. Offer job sites with work experience in hospital. 

Referred through Department of Rehabilitation or Regional Center 



RIO HONDO COLLEGE 
3600 Workman Mill Road 
Whittier, CA 
(213) 692-0921, ext. 239 

Age Served: 18 and Over 
Hours: 8:30 - 3:00 

Services: Remedial math and reading program; assist in registration. 



WHITTIER ADULT SCHOOL 
9401 South Painter Avenue 
Whittier, CA 90605 
(213) 698-8121, ext. 281 

Age Served: 18 and Over 

Hours: Monday through Friday: 9:00 - 12:00 

Monday through Thursday: 7:00 p.m. - 10:00 p.m. 
Services: Academic skills to earn credits for high school diploma. 
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WHll I ILK AREA COOPERATIVE SPECIAL EDUCATION PROGRAM 
8036 South Ocean View Avenue - Room 8 
Whittier,CA 90605 
(213) 945-6431 

Services: Coordinate special education programs offering quality education for 
exceptional individuals throughout the Greater Whittier Area. Consul- 
tation and support services. 

WHTTTER AREA PARENTS ASSOC. FOR CEVELCPMENTALLY HANDICAPPED 
10625 South Santa Gertrudes 
Whittier, CA 90603 
(213) 943-0291 . 

Age Served: 21 and Over 
Hours: 9:00 - 3:00 

or 

10:00 - 4:00 
Services: Day activity center 

Referred through Regional Center 



WHll I ILK COLLEGE READING CENTER 
Platner Building 
Founders Hill Road 
Whittier, CA 90601 
(213) 693-0771, ext. 270 

Age Served: All age students 

Services: Remedial reading 

Hours: Monday through Thursday: 2:30 - 5:30 



VOCATIONAL 



CAREER ASSESSMENT AND PLACEMENT CENTER 
Sierra Education Center 
9401 South Painter Avenue 
Whittier, CA 90605 
(213) 698-8121, ext. 307 

Hours: 7:30 - 4:30 

Services: Career education, vocational counseling, vocational evaluation, work 
adjustment, job placement, independent living skills, and driver's 
education. 



DEPARTMENT OF REHABILITATION 

13215 Penn Street - Room 430 12440 East Firestone 

Whittier, CA 90602 Suite 215 

(213) 698-8381 Norwalk, CA 

(213) 864-8521 

Age Served: 16 and Over 
Hours: 8:00 - 5:00 

Services: Vocational counseling, work experience, vocational training, medical 
treatment, transportation, tools, equipment, uniforms, ete., for train- 
ing or placement; job placement services, follow-up on placement and 
post-employment services. 



EMPLOYMENT DEVELOPMENT DEPARTMENT 
7240 Greenleaf Avenue 
Whittier, CA 90602 
(213)945-1011 

Age Served: 16 and Over 

Hours: 8:00 - 5:00 

Services: Job service; job placement. 

GOODWILL INDUSTRIES 
342 San Fernando Road 
Los Angeles, CA 90031 
(213) 223-1211 

Age Served: 16 and Over 
Hours: 8:00 - 4:30 

Services: Sheltered workshop, assembly, cafeteria, shipping and receiving, sort- 
ing, textiles, clothing, furniture. Weekly evaluation. 



LINCOLN TRAINING CENTER 
2643 North Loma 
South El Monte, CA 91733 
(818) 442-0621 

Age Served: 18 and Over 
Hours: 7:45 - 4:15 



Services: Sheltered workshop; independent living skills, speech. 
Referred through Regional Center 233 



LOS ANGELES COUNTY EPILEPSY SOCIETY 

TAPS Training and Placement Services 

2911 West Eighth Street 

Los Angeles, CA 90005 

(213) 382-7337 / 382-3674 (TAPS Line) 

Hours: 9:00 - 5:00 

Services: Counseling, job seeking skills workshops and job clubs; placement 
assistance, social services. 



PAR EAST WORKSHOP 
8707 Sorenson 

Santa Fe Springs, CA 90670 
(213)945-1064 

Age Served: 18 and Over 
Hours:-- — 8:00 - 4:30 

Services: Work experience, work evaluation, work adjustment. 

Referred through Regional Center 

PENN REHABILITATION CENTER 
12360 Perm Street 
Whittier,CA 90602 
(213)698-7514 

Age Served: 18 and Over 
Hours: 8:00 - 4:00 

Services: Work experience program. Provides long-term vocational and social 
development in a realistic work environment to evaluate and improve 
habilitation potential 

Referred through Regional Center or Self-Referred 

SAN GABRIEL VALLEY TRAINING CENTER 
400 Covina Boulevard 
La Puente, CA 91746 
(318) 968-8479 

Age Served: 18 and Over ' 
Hours: 8:00 - 4:30 

Services: Factory assembly, medical housekeeping, horticulture, food service, 
computer, electronic assembly, clerical. 

Referred through Regional Center 

SOUTHEAST WORK TRAINING CENTER 
9501 Washburn Road 
Downey, CA 90242 
(213) 803-3391 

Age Served: 18 and Over 
Hours: 7:15 - 3:45 

Services: Work activity center in food service and assembly work; paid on piece 
rate basis. Adult education. 

Referred through Regional Center 



0 

ERIC 
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TRI-OTIES REGIONAL OCCUPATIONAL PROGRAM 
9401 South Painter Avenue 
Whittier, CA 90605 
(213)698-9571 

Age Served: 16 and Over 

Hours; 7:30 a.m. - 10:00 p.m. 

Services: Job training program in auto, business, and other trades. 



VALLEY VOCATIONAL CENTER 
320 North Willow 
La Puente, CA 91746 
(818) 968-4638 

Age Served: 18 and Over 
Hours: 8:00 - 2:30 

Night Classes: 6:00-10:00 
Services: Sheltered workshop. Teach cafeteria, custodial, gardening, and 

assembly work. Work evaluation. 

Referred through Regional Center for sheltered workshop 
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SUPPORT GROUPS 



DEPARTMENT OF PUBLIC SOCIAL SERVICE 
1217 Norwalk Boulevard 
Norwalk, CA 90650 
(213) 864-8541 

Hours: 8:00 - 5:00 

Services: Medical assistance; food stamp program; protected services (child 
abuse). 



EASTER-SEAL SOCIETY 
209 East Alameda Avenue #102 
Burbank, CA ?1502 
(818) 848-5999 

Hours: 8:30 - 4:30 

Services: Stroke resocialization program; community living skills center; social 
services. 



GLAD (Greater L.A. Council on Deafness) 
7700 Orangethorpe Avenue #6 
Buena Park, CA 90621 
TTD & Voice: (714) 523-7750 

Hours: 8:30 - 5:00 



616 S. Westmorland Ave., 2nd Floor 
Los Angeles, CA 90005 
TTD & Voice: (213) 383-2220 

Hours: 8:30 - 5:00 



SOCIAL SECURITY OFFICE 
7227 South Greenleaf Avenue 
Whittier, CA 90602 
(213) 696-7507 

Hours: 8:00 - 4:30 



UNITED CEREBRAL PALSY 

3020 West Harvard 
Santa Ana, CA 92704 
(714) 546-5760 
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TRANSPORTATION 



BICYCLE LICENSING 



Contact Local Fire 
Station 



DEPARTMENT OF MOTOR VEHICLES 
9331 Painter Avenue 
Whittier, CA 



Appointments Only: 945-1151 
Other Information: 744-2000 



LA HABRA DIAL-A-RIDE 



943-6776 



LA MIRADA DIAL-A-RIDE 
(Physically Handicapped) 



943-6776 



ORANGE COUNTY DIAL-A-LIFT 



943-6776 



ORANGE COUNTY TRANSIT 



(714) 636-7433 



RTD BUS LINE 



699-0954 
626-4455 
(818) 443-1307 



SANTA FE SPRINGS 
FREE TRAM 



868-0511 
Ext. 217 



WHITTIER DIAL-A-RIDE 
(Physically Handicapped) 
13230 Penn Street 
Whittier, CA 



698-2551 
(Service Card) 
694-5909 
(Service) 



JOB CLUB REFERRAL FORM 



Date: . Referral Sourpe: 

Name: . Age: 

Address: 

Telephone Number: 

School: . Teacher: 

Transportation: , 

Hours Available For Work: 

Previous Work Experience: ^—^^^^—^^^— m 

Client's Work Objective: ' 



LEGEND: 



White -Central 
Yellow - Placement 
Pink - Referral Source 
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CAREER ASSESSMENT A NO PLACEMENT CENTER 
Souret.OoeuMfit 



CLIENT: _ 

ADDRESS: 

TELEPHONE: 

PARENTS: 

SUOOL: _ 

TEACHER: 




PROGRAfl: VOCATIONAL COUNSaiNG 



Pag» 



REPORT MONTH: 
STAFF: 



DATE STARTED: 



DATE TERMINATED: 



PROGRAM LENGTH: 

i. Coaplttad progrw 

2. Did not csaplct* prograa 

_Graduatid 
wad 

TttfuMd Strvlcts 



CHARACTERISTICS: Circit 



1. Hind 

2. Visually Iaptlrad 
i. OMf 

4. Mooring tapolred 

5. learning handicapped 

S. OrthopedlcaUy impaired 



of all that apply 

8. Sp e e c h I^MlfMflt 

9. Severely disabled 

10. Inappropriate vocational 90a! 

11. Hi vocat ional goal 
12* Mo nock experience 

13. 



15. School schodulo prewnts participation 

16. Ethnicity: 

A. White 0. Oriental 
8. Hispanic E* Indian 
C. Slack F. Othor 

17. No vocational training 



RESULTS/IEWmS: »eferred Conoleted 


■of erred CoMOletod 


1. Vocational plan 






6, Rehab. Reolonel Ctr. elltnt 






2. Vocational evaluation 






7. Work Training: 
School sita 






3. Work adjustment 






4. Caraor Exploration: 

a) Individual counseling 






b) Ccffwnlty sita 






8. Enpsoywtnt: 
a) FulLtime 






b) Job sita visitation 






c) Frtoaration for work 






b) Pirt-tiat 






d) School career cantors 






9. Advancod Training: 

a) Aoolled to com. college 






S. Vocational Training: 

a) Introductory lovol classes 






b) Applied to trado school 


• 

1 


b) Occupational dusts 






c) Applied to college 






c) N.O.P. 






10. Other: 




1 


d) Valley vocational 










I 


0) San Cabrlel Valley Tm. Ctr. 








VOCATIONAL TRAINING Enolov. Eaoloy. 

SUndard Not Standard Not 
Class Nat Mat Class Nat Nat 
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• • • • 

Career Assessment and Placement Center 

sporting Period: MANAGEMENT REPORT - VOCATIONAL COUNSELING 



PRIMARY MEASURES 


GOAL 


CURRENT CUMULATIVE 
PERIOD PERIOD 


SUPPLEMENTALS 


CURRENT 
PERIOD 


CUMULATIVE 
PERIOD 


li Percent developing .vocational plan 


90S 






1. Percent in career exploration 






2. Percent obtaining appropriate svcs. 


90% 






2. Percent in vocational training 


• 




3. Percent implementing vocational 
plans 


60% 






3. Percent in work training 






CLIENT DESCRIPTORS 


CUR 




LUMULi 


ATI \tC 

M IVt 


4. Percent in competitive employment 






I 


i 


1 


% 


1. Percent having no previous work experi- 
ence 










5. Percent in advanced training 






2. Percent having no previous vocational 
training 










6. Cost per client served 






3. Percent who are severely disabled 












4. Percent with Inappropriate or no 
vocational goals 










5. Percent unable. to participate due to 
school schedule 










6. Percent 18 years of age or under 
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WHITTIER AREA COOPERATIVE SPECIAL EDUCATION PROGRAM 

I Vocational Plan 



CLIENT NAME: DATE: 

VOCATIONAL GOAL: 



TREATMENT STRATEGIES: 



TARGETED ATTAINMENT PERSONS INVOLVED IN 

DATE TREATMENT STRATEGIES 



This Vocational Plan will be reviewed, on a monthly basis, and modified as necessary. 
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Vocational Counselor 



Client 



F 



WHITTIER AREA "COOPERATIVE SPECIAL EDUCATION PROGRAM 



Vocational Summary 



CLIENT NAME: 



DATE: 



Vocational Goal Has Been Met: 



YES 



NO 



If NO, current status of client in relationship to vocational goal and treatment 
strategies being applied: 



Ii YES, recommendation for further vocational plans: 



Vocational Counselor 
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CAREER ASSESSMENT AND PLACEMENT CENTER 
COMMUlvOTY WORK TRAINING REFERRAL FORM 



Date: Case Manager: 



Student/Client Name: . Program: 



Address: ; Is this individual a client of Department of 

Rehabilitation or in process? Yes No 

Department of Rehabilitation Counselor: 



City/Zip Code: 



Telephone Number: 



Birth Date: ' ;_j Regional Center Counselor: 

Month Day Year Age 



Social Security Number: 



Present Grade 

High School Presently Attending: ' Level: 



Teacher: — t Telephone Number: 



Primary Disability: RSP _ SDC LH OH J ADULT LH 

SED SDC SH u VH ADULT SH 

Communicative Other: 



Other Disabilities: 



Vocational Area for Work Training: 



Days Student is Available for Work Training: 



Specific Hours Available: 
Vocational Objective: _ 



Legend: White - Central File 
Yellow • Placement 
Pink - Ctese Manager 
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07/85 



> 



DEPARTMENT OF UEHABILITATION 
WORK STATION PLACEMENT 



Heme of Stud tat: 



Crade: 



Hum of School or Business Where Stationed: 
Business Address: 



Supervisor's Hum: 

Job Tltlt: ^_ 



Description of Duties: 



Hours ptr Week; 
Starting Date: 



Reason for Termination: 



Phone: 



Nature: Work Evaluation 
Work Adjustment 

Vocational 

Work Experience 



Rate per Hour: 
Bading Date: 



iry of Work Experience Placement: 



ERIC 
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Intake Scheduled: 



CAREER ASSESSMENT AND PLACEMENT CENTER 
JOB PLACEMENT REFERRAL FORM 



Referral Date: 
Client Natne:_ 
Address: 



Case Manager: 



DR Counselor: 



Present Grade Level: 



City/Zip Code: 



School Last Attended: 



. Telephone Number: ( )_ 

.Birth Date: 



Month 



Day 



Year 



"(Age) 



Drivers License Number: 
Social Security No: 



Mode of reliable- transportation: ' ■ 

Any financial assistance received (SSI, Disability, etc,): 

Can the client, after employment, submit proof of citizenship? Yes 

Vocational Objective: , ' , 



No 



Employment Request: (Be specific as to area): 



Days client is available for employment: 
Specific hours available: 



Weekends 
Evenings 



Primary Disability. RSP 

SED 



SDC LH. 
SDC SH 



OH 
VH 



Communicative^ . ~ 

Functional Limitations: 



Other 



ADULT LH 
ADULT SH 



Vocational. Evaluation: 

Has client completed a Vocational Evaluation? Yes 

Was Job Placement an immediate recommendation? Yes 

If Work Adjustment was recommended, has this service been provided? Yes 



No 
No 
No 



Vocational Training Completed: - School: 
Course Title: 



Location: 



Name of Instructor: 



Length of Training (total hours): 
Type of Certificate: 



(Certificate or letter of recommendation must be 
attached) 



Employmtnt History: (Previous Employment Record) 



Employer: 

Position: 

Type of Tasks Performed: 
Reason for Leaving: " 



Location: 

Length of Employment: 



Yr. 



Mo. 



(Please attach particulars on additional educational, vocational, employment, and milff^> 
experience on additional sheet.) 



Legend: Original - Client File 
Vnfl Yellow - Placement 

ERJC • • - 
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CAREER ASSESSMENT AND PLACEMENT CENTER 
WORK ADJUSTMENT AND INDEPENDENT LIVING SKILLS 

REFERRAL FORM 



DATE: 
NAME: 



AGE: 



HOME ADDRESS: 
TELEPHONE NO. 

SCHOOL: 

TEACHER: 



PROGRAM: 
GRADE: 



Pre-Vocational and Vocational Skills 

Work habits (attendance, 

punctuality , etc . ) 



Job seeking skills (resume, 

interviews , etc . ) 

Productive skills (quality and 

. quantity) 



Orientation to work practices 

(benefits, payroll deductions, 
etc. ) 

Work attitude (supervision, 

frustration level, cooperation, 
work confidence, etc.) 

Tutoring (exams, reading in 

training) 

Work related skills (counting, 

measuring, vocabulary, etc.) 

Other: 



Personal and Social adjustment 

Interpersonal and communicative 

. skills (co-worker , supervisor) 



Appropriate dress and grooming Self-esteem 

Value awareness 

Assertiveness 

Other: 



Independent Living Skills 

Mobility training 

(RTD, driver's license) 

____ Consumer skills 

(budgeting , self -care , etc . ) 

Other: 



Comments : 



REFERRAL SOURCE: 



ERLC 
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Legend 

White - Work Adjustment 
Yellow - Referral Source 

CAPC 2.2 (10/80) 
K 



WHITTIER UNION HIGH SCHOOL DISTRICT 
CAREER ASSESSMENT AND PLACEMENT CENTER 



Parent Consent for Services 



Reason for Referral Your son/daughter has been referred to the Career Assessment and 
Placement Center to receive assistance in vocational planning. The Career Assessment 
and Placement Center is a group of counselors and other school personnel who make 
recommendations in an attempt to more adequately meet student's vocational needs. 
Your son/daughter has been referred for the following services in order to help plan an 
appropriate program: 



Vocational/Work Evaluation Vocational Counseling 

Job Placement Work Adjustment 

Your son/dalighter is scheduled to. start the program at the Sierra Education Center, 9401 
South Painter Avenue and will be attending from to , beginning 



I give my consent for my son/daughter to be assessed as outlined above. I understand that 
my son/daughter will not be assessed until this signed consent is returned and that the 
assessment will be completed within 1 semester of the district's receipt of this consent. 
It is also my understanding that when this assessment is completed I will be invited to a 
meeting to review the results and discuss program possibilities. I understand that no 
change in my son's/daughter's educational program will be made without my written 
consent. 

My son/daughter has my permission to use his/her own vehicle for transportation to and 

from Central Campus: Yes No . I understand that the Whittier Union 

High School District will otherwise provide transportation. 

I also understand that as part of his/her involvement with the Career Assessment and 
Placement Center he/she may be transported off the Whittier Union High School District's 
property. I give my consent for this with the understanding I will be notified by phone of 
such action prior to each occurrence. 

In case of an emergency please contact Dr. , 



a * -( )' If the Doctor cannot be reached, take my 

chiId t0 m Hospital for treatment. I realize that the Whittier 

Union High Schol District cannot assume responsibility for the payment of medical fees or 
expenses. 



Student's Name Parent/Guardian Signature 



Date 

LEGEND 
White - Parent 
Yellow - School 

Pink Central File 24t8 ' 



Dv^E: 



CAREER ASSESSMENT AND PLACEMENT CENTER 
VOCATIONAL EVALUATION REFERRAL FORM (SCHOOL) 



VOCATIONAL 
COUNSELOR: 



SCHOOL 
COUNSELOR: 



SPECIAL EDUCATION TEACHER: 
•NAME: 



D.O.B. 



ADDRESS: 



SCHOOL: 
SOC. SEC. #: 
PHONE: 



PARENT OR GUARDIAN: 

IN CASE OF EMERGENCY (Contact Person): 

ADDRESS: HOME PHONE: 

REASON FOR REFERRAL (Please be Specific): 



BUS. PHONE: 



DISABILITY: 



MEDICAL INFORMATION: 

General Physical Health: i 

Medical- Limitations (Physical/Emotional): 
Hospitalizations (Dates, Where, Reason): 
Medications: 



Does This Person Have Seizures: 
ACADEMIC EDUCATION: 



How Often: 



Grade: Credits: Program: _ 

Specific Vocational Courses (e.g., welding, typing, etc.): 



Reading Score: 

Math Score: 

WISC, WAIS Scores: 



Date Given: 
Date Given: 
Date Given: 



Schedule: 



What Kind: 



WORK HISTORY (include volunteer, work training, work experience, etc.): 



MISCELLANEOUS INFORMATION: 

Is the student a client of Dept. of Rehab: Yes No Counselor: 

Parent's primary language (other than English): 

What type of transportation --/ill client be using: 

Additional information you feel is important: 



^ATSQP CALIFORNIA 
CRARTMCNT OP RKHASIUTATION 

< PPLICAT10N FOR VOCATIONAL REHABILITATION SERVICES 

? ait (m*) 



Pfooso roW mo "CLIENT INFORMATION BOOKLET 9 for on oxp/oftor/on of Civil Right*, Eligibility R.quir+mtits, 



-AST NAMK 


MAIOCN NAMK 

■ 


FIRST NAMC 


MIOOIK INITIAL* 


STRUT AOORCSS 




MAlUNO AOORCSS (IP OIPPCRCNT) 


CITY 


ZIP COOK 




COUNTY 




R3BKR 


TT1 


OATK O* OtRTH 


Plooso doscribo yowr disability or othor problem that provoRts you from patting a job o? intorforo* with your pro tout job: 



How eon wo holp you? 



Who roforrod you? 



F^^omo of parson nor in your ha 


ma? who will always know what* you liva: 






AOORCSS 

• 


CITY 


PNONK NUMSCR 


| RELATIONSHIP 

* 



RELEASE OF INFORMATION TO PROSPECTIVE EMPLOYERS: 

I horobyaumarlss mo Dspoct m a n t of RshobilitatioR to rolooso 
information to propoctivo omployors for mo purposo of so* 
^istiftf mo in iob pinsomont. I uwoor s taad mar only informs, 
iioit noaossory to ossist mo In jab^ossmont will bo roloosod. 
This cs ssoRt spplfoo until such timo as my ooso is closod or 
I spoaifisoily withdraw my consent. 



PROGRAM FOR THE INDUSTRIALLY INJUREOt 



□ 



YES 



□ 



NO 



I novo r*coi«od my "Glont Information Booklet" sod novo 
discussed with my Ceunsoiar: Gvil Rights, Eligibility Re- 
quirements, Confidant! el ity. Appeals Procedure, sod tho 
Ombu dsma n Preerem* 



□ 



I om applying for services bocosso of on oa*«he»job 
injury. In order to receive bonofits wndor this pro* 
prom, I horoby earner! so tho ps p of t mo n l of Rohabilf* 
tori or to rolooso information concerning my in\vry " 
ond rshobilitotion pmoram to me- RohobilitotloR Bo* 
rooM ond my omployor or tho employer's insorsnaa 
eorrior. 



H q I om not apply in§ for sorvieos boeouso of on on- the 

job injury. 



□ 



YES 

XRRUCANT'S SiaNATUnT" 



□ 



NO 



sisnatuRS or rarCnt OR SUARO» AN-^if yoo Ofo a minor, signature of a psrsnt or eoerdf an is required.) 



OATS 



to at eoxPLrrgp ay couhsblor 



- , m 



0 

ERIC— 
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RKCKIVKO 



OATK 



.N-l 



* ^AtTMfNT <y RfHAHUTADON 

IMMOYMOiT RICORD 

lareful completion of this form will help us to determine your eligibility and assist in vocational planning* In addi^Bto 
employment, include trade/vocational training, spedal licenses, and related information* This information will beKept 
confidential 

- ~ EDUCATION /VOCATIONAL TRAINING 

•Srde Highest Grade Completed 1 2 3 4 5 6 7 8 9 10 11 12 GEO Colltge 1 2 3 4 5 6 
' nstrtutions of higher education attended (TRADE, VOCATIONAL, OR PROFESSIONAL) 

55 - . . - mjScSmm ' SSS S S /i mSm /SSm 



• 

Aifitary Work Exp erien c e or Training Foreign Languages 



Client Nome. 
Date 



WORK EXP€RtENCS 
List last em pl oy er first/ hdude volunteer experience 

Employer ZZ. Datetagan Date Ended. 

Address . Wages 

Mameof Job Z How did you get this job? 

Can you stai work at this job? , - If not, why not? 

four duties: (Describe exactly what you did. List tools and equipment used.) 



Reason for leaving 

What about your work did you like? . 
What did you dislike? 



Employer. Date Began Date Ended. 

Address __ Wages 



Nam* of Job How did you get this job? 

Can you still work at this fob? If not, why not? 



Your duties* (Describe exactly what you did. list tools and equipment used.) 



.WQRWALK -ntSTiiTfT RTOAL Officer 




lie-epnone Number - 

Who lte.'erred. you?" 

• — yo, mr bMn . cllent of tte of Rehttbuitation 

Are yon noy or -ever been on parole.or probation, 

• Whit is your «ourco-of income? 

• A„ yon roco^ Soelal Security lability benefit,? . " 
■ Are yon receiving Suppler Secl)rUy 

• **« your Wtcp involve dm** or alcohoi? 
' Are >» ne«f or hard or henring? 

Are you Minn or parti(_y olBht ed? ' 

Am yon ^pyea becauce of , pbynioa! or optional probiea? 
what 1, your di.abhi.ty? (SffiEj£i ^ ^ 
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Headaches or dtggtPtig 

Nervousness, ntrvous breakdown, 



YES NO 



High blood pressure, heart 

diaoaaeu or a stroke 

Dlaeaae ot kidneys or blad der 
Rupture or hejnta 




Reaction t o any medicine, allerg i™ 
Any drug, narcotic or excessive i 
drinking habits 
Are you under a doctor* a car* 
Ar< you now taking aedlclne 
gu_Mve hospital insurance 



DOCTOR AND ADDRESS 



CONDITION 
TREATED 



DATE LAST SEEN 



• ■ 



YES_ 
YES. 

YES 



NO 



NO 



NO 




Xf yea, give detaUa below; 

WHERE 



YES 
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9 . 



NO 



Trainee's 
Name; 



WHITTIER UNION HIGH SCHOOL DISTRICT 
Career Assessment and Placement Center 



Worker Evaluation 



Work Site: 
Address: _ 
City: 



Position: 



Site 

Supervisor: 



Pay Period 
Begins: 



L^ND 

White - Rehabilitation 
Green - Centra; File 
Canary - Trainee 
Pink - Teacher 
Goldenrod - Supervisor 



Ends: 



Phone No. 



Evaluations should be made on a realistic basis. Stipend pay rates are calculated based on 
percentages earned in each assessment category. 



ASSESSMENT CATEGORIES 



PUNGTUAUTY-regularly on tim e 



ATTENDANCE-dependable; notifies in 
advance if absent 



ATTITUDE-rpositive toward work, co- 
workers, supervisors 



100% 



90% 



80% 



70% 



50% 



50% 



40% 



30% 



20% 



10% 



Date 



Hours 



In Out Total 



FOLLOWS INSTRUCTIONS-oral aid 
written 



APPEARANCE-appropriately dressed 
RETAINS INSTRUCnONS-remembers tasks 

from day to day ' 

WORKS INDEPENDENTLY-does not need 
continuing supervision; does not waste time 
INITIAf!VE-self starter; works ahead with- 
out further direction 



QUALITY OF WORK-accurate and well 
done 



SPEED AND PRODUCTIVITY-is equivalent to 
a full-time employee 



Please comment on Trainee's progress: 



Supervisor's Signature: 
Trainee's Signature: 



ERiC 
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Please have worker evaluations completed and signed for payroll processing by: 



Total Hours 

251 



Date 



--7./.M_ 



9 



Whittier Union High School District 
9401 South Painter Avenue 
Whittier, California 90605 
(213) 698-8121 



CAREER ASSESSMENT AND PLACEMENT CENTER 



VOCATIONAL EVALUATION 
DISSEMINATION MANUAL 



PREPARATION OF THIS MANUAL 

WAS SUPPORTED BY 
OSERS GRANT NO. G0084301 05 



MARCH, 1988 



q 256 
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WHAT IS THE CAREER ASSESSMENT AND PLACEMENT CENTER? 1 
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DEFINITION OF TERMS. 2 
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MATERIALS 6 
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VOCATIONAL EVALUATION 



Hat Is The Career 



The Career Assessment and 
Placement Center (CAPC) is a joint 
effort of the wittier Area 
Cooperative Special Education 
Program, and the Vtiittier Union 
High School District. Started in 
December, 1979, the Center 
provides vocational and 
independent living services to 
individuals who have been 
diagnosed as having a physical, 
mental, or emotional durability, 
who have minimal self-care skills, 
and who are junior high school age 
or older. 

Housed on one site, CAPC provides 
a com pr eh e nsive transition program 
which includes the foHowing 
services: Vocational Counseling; 
Vocational Evaluation; Work 
Adjustment; Independent Living 
Skills; Preparation for Work;' Job 
Development/Placement; and Career 
Education. Recognizing that such 
a comprehensive program is ideal 
bat not always possible, CAPC 
stresses that it is not necessary 
to provide all the service 'listed 
above in order to begin a schcol- 
to adult life transition program. 



lfcy Is 



Public Law 94-484 mandates that 
vocational goals be included in a 
student's Individual Education 
Plan (IEP). The best way to 
assure success in meeting 
vocational goals is to carefully 
match the student with a job or 
job category. In order to 



and Placement Center (CAPC)? 



Any of these services could 
function independently or in 
conjunction with one or two other 
services and could be provided by 
the same service provider (e.g. 
teacher), or in cooperation and 
coordination with other service 
providers (e.g. teacher, 
counselor, psychologist) . 
Likewise, any of the CAPC imnuRls 
can be used independently or in 
combination with others. 

This* manual deals with Vocational 
Evaluation, the component of 
CAFC, which is responsible for 
the assessment of students' 
employment interests and 
capabilities. The manual can be 
used independently to provide 
assistance and guidance in 
establishing a program for 
vocational evaluation in a school 
district, or it can be used in 
oonjunction with one or two 
others to develop a more 
comprehensive progr am . Refer to 
the flow chart, following, to 
visualize how Vocational 
Evaluation fits into the total 
CAPC mode. 



Nooctecl 



accomplish this match, an 
evaluation of each student's 
vocational abilities, interests 
and work behaviors is essential. 

For a disabled student who may 
have very limited perceptions of 
the work environment, and little 
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CAPC TRANSITION MODEL 



SCHOOL/DEPARTMENT OF 
REHABILITATION 
REFERS 
STUDENTS/CLIENTS* 



1 



r — 



ji 



VOCATIONAL 
EVALUATION 



CASE MANAGER 
Frequently Vocational Counselor, But 
May Be Other Staff Member 



JL 



PREP FOR WORK 
WORK ADJUSTMENT 
INDEPENDENT LIVING SKILLS 
(Mobility Training, Domestic-Etc.) 




JOB DEVELOPMENT 
AND 
PLACEMENT 



REFERRAL TO 
DEPART. OF REHABILITATION, 
REGIONAL CENTER, COMMUNITY 
SERVICES, ADULT SERVICE 
PROVIDERS 



*In the manuals, all 
individuals served by 
CAPC are referred to 
as students. 



ERIC 



COMPETITIVE EMPLOYMENT 
SUPPORTIVE EMPLOYMENT 
INTEGRATED SHELTERED WORK ENVIRONMENTS 
(i.e. Work Crews/Enclaves) 



- :.jSL 



FOLLOW-UP 
1 - 2 YEARS LATER 
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awareness of his/her own work 
interests, a comprehensive 
approach to assessment is 
necessary. This aflm j a c h not only 
determines the student's skills, 
but enables him/her to increase 
self-awareness and job-awareness 
through a variety of tasks such as 
work samples, interest 
inventories, aptitude tests, 
streng th and dexterity tests, 
iwrryphwl tests, interviews, etc. 
With this increased awareness, the 
student is able to explore his/her 
abilities, skills, and interests 
in relation to the world of work. 
Upon completion of the assessment, 
vocational information is provided 
to teachers, counselors, parents, 
etc. , to assist them in developing 
IEPs. 

Unfortunately, this type of 
comprehensive annonr a init takes 
place in only a few schools today. 
The need far an increase in 
relevant and accurate vocational 
assessment far disabled students 
is apparent, without it there is 
a great risk of planning 
unrealistic vocational goals and 
hindering students' future 
occupational opportunities, ibis 
can only foster continued 
unaiployment and underemployment 
among handicapped individuals, 
thus wasting human, potential and 
promoting dependency on families 
and society. 

Pffflnltiffli 7t T a rif 

Vocational/Work Evaluation: 

A systematic approach by which an 
individual explores his/her 
aptitudes, interests, abilities, 
and skills as these traits relate 
to work, These areas are assessed 
by work samples, psychometric 
testing, and situational 
assessment. Service is provided 
by Vocational Evaluators. 



Situational Assessment: 

A "hands-on" experience that lets 
a client further explore 
vocational interests and 
abilities by going into the 
community and trying a job for a 
speci f ic length of time (usually 
1-5 days). 

Psychometric Evaluation: 

Includes current status 
evaluation in the areas of mental 
abilities, emotional health, 
subject achievement levels, and 
the pinpointing of special 
strengths, weaknesses, and 
interests of individuals. Common 
techniques used in the evaluation 
include observations, past 
history, and tests of the 
following type: 

1. Werk Interest ^ Tfa~fr - 
These are formal assessment 
instruments designed to match an 
individual with specific jobs or 
job categories. Generally, they 
are paper and pencil type tests 
such as the Career Assessmett 
Inventory or Wide Range Interest 
Opinion Test. 

2. Dexterity, stre ngth, and 
Pwrdjnation - 

Tests used to assess hand-eye 
coordination, mobility and 
strength of muscles, knowledge of 
spatial relationships, and speed 
and ability in following 
directions. Examples — Purdue 
Pegboard, Minnesota Rate of 
Manipulation. 

3. AcMewement/^i^i^ - 
Th es e tests are designed to 
establish the level of 
achievement in academic areas 
such as reading, math, spelling, 
etc. Examples of such tests 
L elude: the Feabody Individual 
Achievement lest (tins:) , and wide 
Range Achievement Test (WRAT) . 
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4. artiiBiiifT - 

These instruments are used to 
determine abilities in specific 
areas, such as mechanical or 
clerical abilities* Examples of 
aptitude tests Wiich might be used 
include the Ocnputer Bjo gramne r 
Aptitude Battery, and Minnesota 
Clerical Test. 

5. TtMliwTftiYl aasaaat 

The evaluation of an individual's 
general intellectual level, 
attained through formal, 
standardized intelligence tests. 
These instruments test a wide 
variety of functions and 
characteristically provide a 
single score (IQ score) indicating 
the person 9 s intellectual 
potential. 

6. Personality - 
Personality may be evaluated 
through the use of paper-and- 
pencil tests, personal interviews, 
projective tests, or rating 
scales. All techniques are 
designed to measure emotional, 
xacftdvational, interpersonal, and 
attitudinal characteristics of the 
individual. 

Wbric Samples. 

Simulated or real job tasks 
designed for the purpose of 
assessing an individual's 
abilities, limitations, interests, 
and behavior as they relate to 
work. 

For a complete list of the 
assessment instruments utilized by 
CMC xefer to the Vocational 
Evaluation Plan in the Appendix. 




The goal of the Vocational 
Evaluation is to assess the 
employment capabilities of persons 
who are vocationally disabled by 
physical, emotional, and/or mental 
disabilities, or are eoorxmdcally 



disadvantaged, through the use of 
psychological testing, work 
samples , and situational 
assessments in order to provide 
the referral source with verbal 
and written recannendations for 
further vocational planning and 
p ro g r a ming. 

ffmrll^ifftl frf fZPC Services 

*frripgiTn Cr1t?rifl 

Although, this can vary depending 
on the type of assessment being 
conducted, the following are 
levels of vocational and social 
development vhich are considered 
necessary for an individual to 
obtain a valid and beneficial 
vocational evaluation. These are 
to be considered as general 
guidelines to follow in screening 
individuals for referral for an 
evaluation. CAPC's vocational 
Evaluation is designed primarily 
for Learning Handicapped and 
Physically Handicapped, not 
Severely Disabled. In general, a 
potential vocational evaluee 
should: 

-Have minimal self-care skills 

(toilet trained, able to dress 

and feed self); 
-Be nondestructive to self, 

others, and surrounding 

environment, 

• He able to tolerate the 
minimal pressures of a work 
situation, i.e., expectancies 
of an authority figure for X 
amount of prociictivity r accept 
criticism, physical stamina to 
do work on a four-hour job 
with normal amount of break 
time; 

-Be able to attend to a task 
for a minimum of 3u minutes 
without excessive talking, 
looking around, daydreaming, 
and other task interrupting 
behavior; 

-Once a repetitive task is 
learned, able to independently 
work on task for 30 continuous 
minutes without supervisory 
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follow-up; 

-Haw available, and be able to 
independently use, transporta- 
tion from home to Vocational 
Evaluation site and back; 

-Be able to understand and 
follow oral and/or demonstra- . 
ted instruction on a two-step 
task; 

-Pref erably 16 years of age or 
older; 

-Has completed 9th grade; 

-Have a stabilized physical and 
mental condition; and 

-Save a signed parental or 
legal guardian authorization, 
if the person is a minor. 

See CAPC form for Admission 
Criteria for Vocational Evaluation 
in Appendix. 

Referral Procedure 

For high school students, the 
vocational counselor completes the 
referral farm and obtains parent 
consent for services. The 
counselor schedules a starting 
date for Vocational Evaluation and 
submits the above farms prior to 
the starting date. For non-hi^i 
school students, the referral 
scarce contacts the Evaluation 
Unit, at tfiich time a starting 
date is established* Referrals 
from outside CAPC come from the 
State De par tm e nt of Rehabilitation 
and Regional Centers. The CAPC is 
an approved vendor for these 
agencies. The referral source 
submits the following to the 
Evaluation Uhit, prior to the 
starting date: 

a. A ccnpleted Vocational Eval- 
uation Referral Form or a 
letter authorizing services 
and with a* specific referral 
request; and 

b. Authdrization for payment of 
services (for State Depart- 
ment of Rehabilitation 
clients); and 

c. General medical, medical 
specialist, and hospitaliza- 
tion reports, and emergency 
cards (for students) ; and 



d. Signed parent consent fonts 
for students under 18 years 

of age; and 

e. Psychological assessment 
reports, if available; and 

f . Social history, if 
available; and 

g. school and/or vocational 
training records, if avail- 
able. 

See Sample Referral and Parent 
Consent Forms in Appendix. 

Development of Vocational 
Evaluation Plan 

The vocational evaluation plan is 
developed on the first day the 
student arrives at the Center. 
The development of the plan 
proceeds as follows: 

•Before the student arrives, 
the Evaluator reviews the 
medical, psychological, 
educational, and social infor- 
mation provided by the school 
counselor. 

-When the student arrives, an 
intake interview is conducted. 
Additional background infor- 
mation is obtained and student 
interests and goals are 
explored. (See Initial Inter- 
view Form in Appendix.) 

-An orientation to the facility 
is provided to familiarize the 
student with the physical 
surroundings, rules, proce- 
dures, roles of staff members, 
and the purpose of the Voca- 
tional Evaluation service. 

-de student and Evaluator 
select instruments to be 
used to answer the referral 
questions. These may include 
tests of work interest, job 
satisfaction, dexterity, 
strength, coordination, 
achievement, aptitudes, 
intellect, and personality. 

-Types of work samples to be 
utilized are determined. 
Work samples available at 
CAPC include Singer, Valpar, 
Hicrotower, JEVS, and MESA. 
(See sample Vocational Evalua- 
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ticn Plan and Annotated List of 
Vocational Assessment Instruments 
in Appendix.) 

Uple«entation of Vocational 
Evaluation Elan 

The average length of time 
required to implement the 
Vocational Evaluation Plan is 6 to 
10 days with the student attending 
4 hours per day. This can be 
shorter depending on the time 
available, instalments used, etc. 
Originally, all evaluations were 
designed to last 10 days • 
However, Evaluatars discovered 
that students tended to lose 
interest toward the end of this 
period and performance dropped 
dramatically, Therefore, they now 
try to streamline these students 
through the process with 6 days. 

During the evaluation, students 
work with Evaluators and 
Technicians. Evaluatars plan, 
monitor, and modify the 
evaluation. Technicians 
adadni tfrpr and score tests and 
work samples and record work 
behaviors. Both individual and 
group testing occur with caseloads 
varying aoooxding to the type of 
evaluation. since the staff is 
frequently able to work one-on-one 
with students, tasks can be 
modified according to individual 
needs. For example, if the 
reading level is too high for a 
particular student, a staff member 
can read to biny/her, or tasks 
might be labeled with nunbers or 
pictures as opposed to words. 
Also, tasks may be labeled with 
large print for visually 
handicapped, with sign language 
pictures for hearing impaired, 
sometimes tools and equipment are 
modified for orthopedically 
handicapped students. An ongoing 
rev&y of the plan is conducted by 
tht* Evaluates and the student as 
evaluation results are cbtainsd. 
If it is determined tfiat a 
referral request cannot bo 
answered, or it is questionable 
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that it can be answered, the 
Evaluator contacts the referral 
source and reviews the referral 
question and obtained results. 
The plan then changes and is 
updated as results are obtained. 

Bdt Criteria 

Vocational Evaluation services 
are terminated vhen the referral 
questions have been answered or 
when the referral source or 
Vocational Counselor requests 
termination of services due to 
medical reasons, behavior 
problems, excessive absences, 
etc. ujxn completion of the 
evaluation, a staffing conference 
is scheduled with the student, 
Evaluator, referral source 
(usually the Vocational 
Counselor) , parents, and other 
appropriate persons such as the 
Special education teacher, 
psychologist, speech and language 
specialist, etc. At this tiae, 
results of the evaluation are 
reviewed and a gre em en t is reached 
on vocational goals. It is 
r eoomnended that this meeting 
take place within 2 weeks of 
evaluation ocnpletion. Witmn 4 
weeks of the staffing a 
comprehensive vocational 
evaluation r ep ort is written. 
Ihe report includes the referral 
reason, background information, 
work interests and needs, 
dexterity and str engt h results, 
work sample results, work 
behavior, staffing discussions, 
summary , a.;d specific 
reooanendations. (See sample 
Vocational Evaluation r ep ort in 
Appendix) . 

Ifaina Rescurces 

Agencies 

Ihe following are suggested 
federal, state, and axrounity 
resources which provide 
assistance to handicapped 
students requiring vocational 
evaluation: 
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De partment of Vocational 
Rehabilitation - 

This agency will pay for 
vocational evaluation. Refer to 
the Operations Manual for more 
inf onn&tion . 

Developmental Disabilities 
Services - 

ttiey may pay for vocational 
evaluation for low-functioning 
students* 

3TPA z 

This jgency is primarily desujned 
to provide training but does some 
evaluation in the areas of 
interest and academics. Refer to 
the Operations Manual for more 
inforsation. 

Other School Digtricte - 
Hay be able to use Vocational 
Evaluation services in other 
districts through Vocational 
Education - Handicapped funds. 

Materials 

Sources for printed material on 
Vocational Evaluation include: 

Materials Development Center 
Stout Vocational Rehabilitation 

Institute 
University of Wisconsin - Stout 
Mencmonie, Wisconsin 54751 

Materials Development Center is 
the national center for the 
accumulation, development, and 
distribution of information and 
materials on vocational evaluation 
and rehabilitation. They publish 
a catalog which lists materials 
available in the areas of 
vocational evaluation, work 
adjustment, and facility 
management and operations . 
Materials cataloged include work 
samples, vocational evaluation 
systems, printed, and audio-visual 
materials. 



The Dictionary of Qonimtional 
Titles *nd Ooamatiorvil Outlook 
Handbook are published by the 
Uhited States govenwent and can 
be obtained through the: 

U.S. GcMerment Bookstore 
505 South Flower Street 
C Level, Aroo Plaza 
Los Angeles, CA 90071 

Basting Staff 

In order to utilize existing 
staff to establish a Vocational 
Evaluation Program, it is 
necessary first to identify the 
staff person who will fulfill 
these responsibil it ies • 
Obtaining administrative support 
is important, The staff member 
assigned these responsibilities 
should be given sufficient 
training and time to be able to 
conduct useful evaluations. Once 
the person is identified and 
trained, he/she will need to: 

-Identify the assessment needs, 
i.e. , Wry is the p ro gram in 
existence? 

-Develop purposes and 
procedures? 

-Explore resources in the 
oomnunity (employment, train- 
ing, social service agencies) ; 

-Market for referral sources, 
i.e., get people to send stu- 
dents for assessment, 

What CXPr vtvz Qgpg That 

Since its beginning in 1979, CAPC 
has developed policies , 
procedures , methods , and 
materials *£doh have contri buted 
to the success that it now is. 
3he following things listed are 
those which have particularly 
contributed to the success of 
Vocational Evaluation. 
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1. Hired Vocational Evaluators 
who are trained: at the 
Master ' s degree ievel • 
Mthbugh other personnel 
oould perform this function 
with proper training, it is 
advantageous to have 
Evaluators with extensive 
education in counseling or 
rehabilitation, vocational 
Evaluators need to be skilled 
observers and be firm and 
critical in their evaluation 
because they take on tine role 
of the employer in the 
evaluation situation* They 
also should have good r epo rt 
writing skills. 

2. Developed vocational 
evaluation based on a variety 
of tools, tests, equipment, 
and' community resources, 
resulting in a very 
ocqprehensive assessment. A 
pitfall to avoid is the use 
of one test, system, battery, 
oonputer printout, etc*, as 
the exclusive answer to 
a ssessme nt* 

3. Provided flexibility in 
scheduling. Therefore, if 
students cannot attend at 
certain times, the staff can 
work out a schedule to meet 
their needs. 

4. Availability of staff 
knowledgeable in other areas 
of vocational education 
(preparation for work, job 
placement , independent 
living, etc.). 

5. Staffing meetings conducted 
after completion of the 
evaluation • vocational 
Evaluation results are one 
source of input in a 
decision-making process. 
Someone heeds to be 
responsible for the 
implementation of these 
decisions (the Vocational 
Counselor at CMP.) 



Staff ings provide ah 
opportunity for persons 
responsible for evaluation 
and inplewentaticn to get 
together with the student, 
parents, and others to 
share information and 
ide^s , and determine 
vocational goals. 

6. Provided staff with the 
opportunity to visit 
businesses in the canunity 
in. order to beccue more 
familiar with the local job 
maiwet and training sites. 

7. Low student to staff ratio 
allows Evaluators and 
Technicians to work with 
small groups (4 to 1 is the 
average caseload) , closely 
observing student behavior 
to get a true picture of 
performance. 

* 8. Increased use of field 
trips and guest speakers 
(employers) to provide 
students with career 
exploration information 
that is specific to their 
local ooonunity. 

Problems That CA PC las 



Evaluators have experienced seme 
difficulty with maintaining 
student interest in the 
evaluation process. This is 
generally demonstrated through 
lack of effort, and problems with 
punctuality and attendance. A 
poss ible solution to this 
difficulty might be to get away 
from paper-pencil tasks, and away 
from a classroom-type of 
environment as much as possible. 
This might be aoccnplished by 
conducting more of the assessment 
in the ocranunity and by bringing 
in speakers. Seme things to 
consider in setting up assessment 
in the ocranunity are staffinj 
ca p abilities, transportation of 
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students, person responsible for 
setting up the assessment, etc. 

Evaluators also feel that 
increased use: of computers in 
evaluation might improve interest 
since students enjoy working with 
ccmputers and it gents them away 
from paper-pencil type tasks. 

Another difficulty that Evaluators 
have encountered, is that students 
do not see themselves as "workers" 
and do not see the evaluation as a 
"mock-work" setting. instead, 
vocational evaluation is saen as a 
continuation of school,, t\ley are 
students, and the Evaluators are 
teachers. Therefore, students do 
not realize that Evaluators are 
looking at their behavior as 
thou^i it were the behavior they 
would exhibit on a job. Biis 
makes it difficult to determine if 
the student would actually behave 
this way in the actual job 
setting. A possible solution to 
this again might bj to conduct 
more of the evaluation in the 
convunity. Also, it might be 
helpful to teach concepts of 
"worker personality" and increase 
student awareness of the 
differences between work and 
school. Since many students lack 
exposure to the work environment, 
they may need to observe and note 
differences between work and 
school in the areas of behavior, 
expectations, and consequences. 
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APPENDIX 
(Forms and Reference Materials) 



A. Position Description 

B. Vocational Evaluation Plan 

C. Annotated List of Vocational Assessment Instruments 

D. Initial Interview Form 

E. Adult In;*:ial Interview Form 

F. PACE Structured Interview Form 

G. Vocational Evaluation Referral Form (School) 

H. Vocational Evaluation Referral (Agency) 

I. Admissions Criteria 

J. Parent Consent for Services 

K. Spanish Translation of the Parent Consent for Services 

L. Description of Vocational Evaluation Services 

M. Sample Vocational Evaluation Reports 

N. Student Worker Evaluation 

O. On-The-Job Evaluation Report 

P. Published Resources 




WHITTIER UNION HIGH SCHOOL DISTRICT 
Whittier, California 



POSITION DESCRIPTION 



Date Prepared: October 1, 1985 

Position Title: Vocational Evaluator 

Department: Education Services - Pupil Personnel Services 

Program: Career Assessment and Placement Center 

Function: 

Under the general direction of the Rehabilitation Services Administrator, provides 
systematic and comprehensive vocational evaluation services to determine the 
individual's vocational objectives, assets, limitatione, work behavior, and overall 
vocational functioning. In consultation with other staff, State Department of 
Rehabilitation personnel, and other pertinent agencies and individuals, makes 
specific recommendations pertaining to the individual's vocational goals and 
training and/or services needed to reach the goals. 



Reporting Relationships : 

Reports To: Rehabilitation Services Administrator 
Supervises: Vocational Evaluation Technicians (2) 



1. 



RESPONSIBILITIES 

To develop and maintain quality voca- 
tional evaluation services. 



2. To provide vocational evaluation 
services for referred clients/students. 
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AUTHORITIES 

j 1.1 To develop vocational evaluation ser- 
vices, policies, and procedures. 

1.2 To request participation and attendance 
at workshops, conferences, etc., to keep 
current on vocational evaluation trends, 
practices, and research. 

I 1.3 To request from * Job Development/ 
Placement Specialists, current labor 
market information. 

> 

1.4 To schedule intra-departmental meetings 
to discuss the- quell ty of services. 

1.5 To visit community job sites and conduct 
job analyses to remain up-to-date on 
local labor market trends. 



2.1 To review referrals and request addi- 
tional information from the referral 
source as needed to provide high quality 
services. 

2.2 To accept or reject referrals based on 
admission criteria and refer non- 
acceptable referrals to the appropriate 
service or agency. 

2.3 To develop, implement, and monitor the 
Individual Evaluation Plat? of the evaluee. 

2.4 To coordinate and delegate the adminis- 
tration, scoring, and interpretation of 
vocational evaluation tasks, tests, and 
work samples* 

2.5 To develop situational assessment sites 
and request development of situational 
assessment sites by * the Job Develop- 
ment/Placemer^^ecialists. 



STANDARDS OF PERFORMANCE 



1.11 The vocational evaluation services 
receive a 90% or better positive 
response in the annual performance 
evaluation survey conducted with 
school and referral agency personnel 
and service consumers. 



2.11 All non-student referrals will be 
reviewed and accepted or rejected 
within 5 working days of receipt. 

2.12 Ail evaluees will have a written 
Individual Evaluation Plan developed 
on the first day of the evaluation. 
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3. To document and disseminate voca- 
tional evaluation results. 
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authMties 

2.6 To counsel clients on the development of 
a vocational goal and the steps needed to 
reach the goal. 

i 

2.7 To serve as program manager for non- 
student evaluees. 

2.8 To transport or request transportation 
from Vocational Technician of evaluees 
to and from situational assessment sites. 



3.1 



3.2 



3.3 



To schedule a client staffing 
completion of the evaluation. 



upon 



STANDARDS TP PF^ RMANCB 



To delegate to Vocational Technicians 
the responsibility- to record testing 
results, behavioral observations! and 
vocational evaluation data. 

To send vocational evaluation reports to 
referral source, teacher, rehabilitation 
counselor 9 and other appropriate individ- 
uals. 



3.11 All client staf f ings will be scheduled 
within 3 days of the completion of 
the evaluation. 

3.12 All student staffings will be held as 
soon as "osaible after the comple- 
tion of * ;e evaluation. 

3.13 All non-student staffings will be 
held within one weak of the comple- 
tion of the evaluation 9 unless post- 
poned by the referral source. 

3.14 Ninety percent of vocational eval- 
uation reports on non-student 
evaluees will be completed and sent 
to the appropriate individuals within 
2 weeks of the staffing date. 

3.15 Ninety percent of vocational reports 
on student evaluees will be com- 
pleted and sent to the appropriate 
individuals within 4 weeku of the 
staffing dat&> unless requested 
earlier by the referral source. 
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RESPONSIBILITIES 


1 
1 

i 


AUTHORITIES 


To manage the vocational evaluation 
r unit and services. 

• 




To recommend the purchase of equip- 
ment and supplies. 


) 


| 4.2 

j 
i 


To assign and delegate uncles and 
r* 3ponsibilities to the Vocational Evalua- 
tion Technicians. 




j 4.3 

1 


To maintain an inventory of equipment 
and supplies in the vocational evaluation 
unit. 




4.4 


To participate in the selection process 
for filling Vocational Evaluation Techni- 
cian position openings. 


♦ 


4.5 


To provide supervision to the Vocational 
Evaluation Technicians, including per- 
formance appraisals. 

• 


5. To market the vocational evaluation 
services. 


5.1 


• 1 

To interface itoith school personnel, 
parents, students, various public and 
private agencies and the community to 
communicate the objectives and services 
of the vocational evaluation unit. 


• 


5.2 


To develop and maintain effective work- 
ing relationships with school personnel, 
State Department of Rehabilitation, and 
other public and private agencies. 
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STANDARDS OF PERFORMANCE 



4.11 By June 30 of each year, per- 
formance appraisals will be 
completed with the Vocational 
Evaluation Technicians, giving 
direction for closing the develop- 
mental gap. 

4.12 A complete inventory of equipment 
and supplies in the vocational evalu- 
ation unit will be completed and 
submitted to the Rehabilitation 
Services Administrator by March 31, 
annually. 



5.11 A minimum of $7,000/year will have 
been generated from purchases of 
rehabilitation services. 

5.12 Sufficient effort is made to promul- 
gate the vocational evaluation 
services, as determ'nsti by the 
Rehabilitation Services Adminis- 
trator. 
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WHITTIER UNION HIGH SCHOOL DISTRICT 
Whittier, California 



i <QSmON DESCRIPTION 



Date Prepared: October 1, 1985 

Position Title: Vocational Evaluation Technician 

Department: Educational Services - Pupil Personnel Services 

Program: Career Assessment snd Placement Center 



Function: 



Under the general direction o the Career Assessment and Placement Center's 
Vocational Evaluators, assists in the execution of clients 1 Individual Evaluation Plan 
through the administration and scoring of work samples, psychological tests, and 
vocational evaluation tasks. Provides input to the Vocational Evaluators pertaining 
to the clients 1 work behavior, skills, and abilities. Assists in meating the objectives 
of the Career Assessment and Placement Center as requested by the Kehabiltation 
Services Administrator or Transitional Project Specialist. 



Reporting Relationships: 

Reports To: Vocational Evalue'ors (2) 

Supervises: No one 



RESPONSIBILITIES 



1. To asstat the Vocational Evaluators in 

the execution of clients 9 Individual 

Evaluation Plans. 
♦ 
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2. To assist the Vocational Evaluator in 
managing the vocational evaluation unit ; 
and services. 

i 
» 

i 



! 




AUTHORITIES 



I 1.1 To administer and score work samples, 
psychological tests, and vocational eval- 
uation tasks as indicated in the. Individ- 
ual Evaluation Plan. 

1.2 To make, document, and repoiv behav- 
| ioral observation of evaluees to the 
• Vocational Evaluators. 

i 

'. 1.3 To transport evaluees to and from altua- 
\ tional assessment sites, as directed by 
the Vocational Evaluators. 

1.4 To provide interpreter services, as 
requested by the Vocational Evaluators. 

1.5 To direct and supervise the evaluees 
when the Vocational Evaluators are not 

• present. 



2.1 To maintain an ongoing inventory of 
equipment and supplies in the vocational 
evaluation unit/ 

2.2 To assemble and maintain the vocational 
evaluation equipment. 

2/5 To maintain filing and recordkeeping 
systems. 

2.4 To schedule intake interviews, starting 
dates, and staffings as directed by the 
Vocational Evaluators. 

2.5 lo obtain cost and ordering information 
on new equipment and supplies. 




ST ANDARDS OF PERFORMANC E 



1.11 All work samples, psychological 
tests, and vocational evaluation 
tasks will be administered and' 
scored as indicated in the Individual 
Evaluation Plan. 

1.12 Behavioral observations on all 
attending evaluees will be made, 
documented, and reported to the 
Vocational Evaluators daily. 

1.13 All requests for transportation of 
students will he met. 

1.14 All requests for interpreter services 
will be met. 



2.11 All breakdowns in equipment and 
shortages or projected shortages of 
supplies will be reported in writing 
to the Vocational Evaluators * 
in»nediately upon discovery. 

2.12 Attendance records will be * 
documented daily. 

2.13 All requests for scheduling will be 
met. 

2.14 All billings will be completed in j 
conjunction with the completion of 
final evaluation reports. 




REMNSIBILITIES 



3. To assist) as requested, in meeting the 
objectives of the Career Assessment 
and Placement Center. 
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STANDARDS OF PEI^RMANCE 



To carry out activities, as requested, by 
the Center's Vocational Evaluators, 
Rehabilitation Services Administrator, 
or Transitional Project Specialist. 



3.11 All activities related to the fulfill- 
ment of the objectives of the 
Career Assessment and Placement 
Center will be done within the' 
assigned time frames as requested < 
by the Center's Vocational Evalua- 
tors, Rehabilitation Services 
Administrator; or Transitional 
Project Specialist. 
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® PLACSMEMTCEMTER. 



9401 South Painter Ave. • Whittier, California 90605 • (213) b98-812l 
Dan Hulbert, Rehabilitation Services Administrator 

VOCATIONAL EVALUATION PLAN 
NAME: - ; DATE: 




EVALUATION PERIOD: — THRU STAFFING DATE: 

EVALUATOR: . REFERRING COUNSELOR: 



IHHHHHHHHHHHHHHHHHHHt 



REFERRAL REQUEST: 



EXPRESSED INTEREST: 



DISABILITY AND UMITATIONS: 



IHHHHHHHH 



ORIENTATION 



# 
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Tour (restroom, break area, etc.) 
Explanation of vocational evaluation 
Work Rules 
Safety Information 
Photo 
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Time Card 

Student Release Form 

Referral Form 

Initial Interview 

Client of Department of 
Rehabilitation 

Private Rehabilitation 



A JOINT VENTURE OF 

WMttltf Ama Cooptrattvt SptclaJ Education Program and Whittltr Union High School Olttrfct 
Accredit** by tht National CommiMlon on Accrtdltatlon of Rehabilitation FacilitfM 



B 



-3- 



Referral Questions to 
be Answered 



Assessment 
Technioues 



Administration 
Dates 



Persons Invoived 
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^ ASSESSMENT TOOLS 

MICROTOWER - Group Vocational System 

Microtower consists of a battery of 13 work samples covering various major vocational 
skill areas. The purpose of the battery is to measure aptitudes that are needed in many 
semi-skilled and un-skilled jobs. Five major aptitudes that are measured include motor 
skills, numerical skills, verbal skills, spatial skills, and clerical skills. The work samples 
must be purchased as a complet e system and cost approximately $5,843.32. (1-80) 

SINGER VOCATIONAL EVALUATION SYSTEM 

This system is composed of a series of job samples that are individually complete, 
meaning that threre is not a prescribed sequence of administration, nor is it necessary tc 
complete a specific number of job samples. Each sample measures skills and interests 
which are related to specific occupations, rather than worker traits, which can be 
related to a wide variety of occupations. The emphasis of the system is on manual 
occupations. $1,390.00 (11 - 79) 

VALPAR COMPONENT WORK SAMPLE SERIES 

A series of 18 work samples which measure those worker characteristics ths.t have been 
found to be basic indicators of success within numerous job families. These worker 
characteristics are keyed to the worker traits arrangement in the Dictionary of 
Occupational Titles. Work samples can be purchased as a series or as individual units and 
range in price from $575.00 - $1,525.00. (12 - 80) 

JEWISH EMPLOYMENT AND VOCATIONAL SERVICE - JEVS 

The 28 JEVS work samples, performed in a simulated work setting, reflect the primary 
factors inherent in actual jobs. The battery of work samples are arranged in a hierarchy 
of increasing complexity and allow for evaluation of performance, interest and work 
behavior. Results are directly related to work trait groups in the Dictionary of 
Occupational Titles. The work samples must b-3 purchased as a complete system and 
traming is required as a condition of purchase. Total cost is approximately $6,845 JO. (9 

MICROCOMPUTER EVALUATION & SCREENING ASSESSMENT - MESA 

A computerized screening assessment which explores tool use, manual skills, perceptual 
skills, physical capacities, perceptual-motor skills, academics, problem solving, abilities 
and vocational interest and awareness. Also includes Access Profile which allows for 
comparison between individual performance and requirements of a given job, class, etc. 
Designed as a guide for additional and morr. comprehensive testing. Cost is $5,000.00 
with 2 work stations. (3 - 85) 

MINNESOTA SPATIAL RELATIONS TEST 

This test measures both speed and accuracy in the discrimination of three dimensional 
shapes. Machinists, auto mechanics, welders, assemblers, etc. would need such skills. 
Cost ^ $242.00. (12 - 79) 
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CRAWFORD SMALL PARTS DEXTERITY TEST 

This teat measures fine eye/hand coordination of the sort involved in assembly and 
adjustment of such devices as watches, clocks, etc. Cost - $340.00 for 4. (11 - 79) 

MINNESOTA RATE OF MANIPULATION 

Si* 79)' ' S d8Si9ned t0 measure 9 ro3S arm/hand manipulatory movements. Cost -$76.25. 
PURDUE PEGBOARD 

Designed to measure both gross movements of arms, hands, and fingers, and tip of f inaer 
dexterity. Cost - $459.30 for 5. (12-79) 

RAVEN STANDARD PROGRESSIVE MATRICES 

Provides a non-verbal measure of intelligence through an individual's canacity for 
observation and clear thinking. No reading required. Cost - $71.10 for a set of 10. (3 - 
80) 

REVISED MINNESOTA PAPER FORM BOARD TEST 

Measures those aspects of mechanical ability requiring the capacity to visualize and 
manipulate objects in space. No reading required. Cost - $16.90 for a set of 25. (11 - 

BENNETT MECHANICAL COMPREHENSION TEST 

Measures "the ability to perceive and understand the relationship of physical forces and 
mechanical elements in practical situations." Requires approximately an 8th grade 

*looc 9 )?? Bl, J?x Ut can be admini3te red orally with the use of an audio tape. Cost - 
*V-'.vj5., (11 - 79) 

GORDON. OCCUPATIONAL CHECKLIST 

Measures interest from among 240 occupations which do not require post-high school 
academic training. The occupations are divided into the followino six categories: 
business, outdoor, arts, technology/mechanical, technology/industrial, a~nd service. Cost 
- $12.50 for a set of 35. (4-85) 

WIDE RANGE INTEREST OPINION TEST 

Measures interest in 18 job clusters including office work, personal service, mechanics, 
sales, social, service, machine operation, etc. No re^. j required. Cost - $50.70. (11 - 

STRONG CAMPBELL INTEREST INVENTORY 

Geared more to "white collar occupations." Provides 6 general theme scores, 23 basic 
interest scales, 124 occupational scales. Computer scored - 8th grade reading level. 

CAREER ASSESSMENT INVENTORY 

Same as Strong Campbell Interest Inventory but geared more to "blue collar occu- 
pations." 
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CAREER ASSESSMENT AND PLACEMENT CFNTER 
INITIAL INTERVIEW FORM 



NAME: 



DOB: 



SCHOOL/GRAD: 



GRADE: 



REFERRING COUNSELOR:_ 

li 1H1 i* * 1 * * ' I I « « « « » » « i i 



k************* **** * * ******** 



IS THERE ANY JOB YOU. HAVE THOUGHT YOU WOULD LIKE TO DO OR WOULD BE GOOD AT?: 



ANY JOB YCf'u DO REGULARLY AT HOME?: 



HOBBIES,. LEISURE TIME ACTIVITIES, SPORTS, CLUBS:_ 
ARE THERE ANY JOBS YOU ARE NOT INTERESTED IN?: 



SPECIAL TALENTS, SKILLS— SOMETHING ABOUT "YOURSELF AN EMPLOYER WOULD LIKE?; 



WHAT ARE SOME WAY£ A PERSON CAN FIND A JOB?: 



WHAT ARE SOME THINGS AN EMPLOYER rtlGHT LOOK FOR WHEN HIRING?: 



NAME AS MANY JOBS AS .YOU CAN?: 



FAVOR T .TE COURSES?: 



COURSES YOU WOULD LIKE TO TAKE?:_ 

ANY YOU DO NOT WANT TO TAKE?: 

WORK HISTORY 



1. EMPLOYER: 



JOB TITLE: 



DUTIES: 
LENGTH: 



REASON FOR LEAVING: 



; ERIC 
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Whittier Union High School District 
Career Assessment and Placement Center 



ADULT INITIAL INTERVIEW FORM 

Name ; Telephone No* ^ 

Referring Counselor _ 



Expressed Interests: 



Disability and Limitations: 



Hobbies: 



Special Talents: 



Duties 



Duties 



Duties 



Work History: 

Employed at , 3ob Title 



Length of Employment Salary- 

Employed at . 3ob Title 



Length of Employment Salary _ 

Employed at Job Title 



Length of Employment ' Salary 

Which of the jobs did you like the best? 



What kind of working conditions do you want? 



Where do you want to live and work?- . 



How much- additional job training would you consider? 



Project 9ACET Structured lat«rvi«r 



Grade. 

Shone 



if • «nt tdgttto mow the students in the PXCB Program , better than v* uaually do 
^L 9 ^ LZ.?** Tiff J?* ? ""^ " Ch00i ■ «* hlgfttl place to 

%£J?Jl£i? * -I? ^ to «bont sou. ThTonly 

afl^^^a^TII^Zw^fc^ 1 *** V««tlonn can oone-froB you — no ono else's answers sill " 

S todo^ *»*«ticne. Let's atart with what yon act intarastad In and 

I. What kind of thinge do you do in your spare .tiaa in the 

(a) afternoons aftar. school? where do you go or what do you uaually do aftar school? 

{b> nights or evenings? aftar dark before going to bad. 

(c> w eo i MSda/bolid a rs? Saturday* and Sundays, and abas off tarn school. 

i? This put suaaer. 

■* ' ' •*<■ ~ 

on you spand your fra«' tiaa with, usually? 




o»y 

(c) friend (only ona) 

(d) group of ^iir^i (tao or aore) 

(•> 



(b) older than you . 

(of youngar than you 

(d) both older and youngar than you 

J * hours a week do you. have for free tiaa? 

(a) 5-10 

(b) 1>20~~ 
(e) 21-30 _ 
(d) over 30 



What is your favorite ' 
(a) kind of auHc? 

(by radio station? 

kind of things to read? 

<d> type of aavie? 287 

'tf* pport to watch? • 



3. Do you have aeney of your own i» spud? 

U) Tea, from ay own o arniaga 

(jjj Ytt» f ree ay allowance 

(e) Yea, when X aak for it from ay parenta or grandparanta 
' <d) so 

7. So you aavo any of your aeney? 
(a) Tor 

tb) Ho 

If jm, what do you do with tho aoaoy you save? 

a.. Do you bar* a pert-tiae job now? Taa 

If 



How did yea gat it? 

(a) on your own ■ 

(b) wrong ■ X know wall haipad aa get it 

( c) other ■ 



9. Bene all tha Idsda of jeba yoa> have awar done. Which joba did you get paid for? 

Joba yon have dona Haaaona for taking- job Paid? 



.0... Which job did you like boat? 
Why did you like it beat? 



Which job did you lika aast beat? 
X. Why? 



.4:. Which job did you lika laaat? 

Si, Why? - 



.6; what type of job or joba would you lika to faawa when you leevtt achool? 



J. What tfo you think your chaacee are for getting a good job? 

(a) Vary good _____ 

(b) Good 

<c) Average . 28 8 

(d) lather Pfor u 

0 1 

ERIC, 



Lwa aa 



aa you sen think of to eaplaia your 



». Do you liwa with your parants? ' Tas no 

Who is in your family? (List by oas* and ag».> 



12 not, nitfc whoa? 



(b) vo occasaicnally hava 
(e) w« ho** lots of ~" 
(d) X 



your 



22* What adul£(s> do yog trust 
Co) - 

(«) 
(d) 
(•) 
<£) 

(9) 



or 



toolings to? 



^^*^«ito*tioD. do you usually find you 



(b) st 
(e) st 

(d) 



utth ay family 
feXaorsolf 



that happiast? 



(a) vhan Z as uttb ay fdands 

(f) going placa* (church, 

(g) othar 



» carnivals, ate.) 



24* Hava you aaar had a ataady girl/boyfriand?. Tas 

25. 1£ not, would you lifts to hsvs oca? Tas Bo 

26. What Wad of jobs, do you think you would find intarasting? 



Bo 



27. What kinds of jobs do you think 
old? 



you would find intaras tin g 



you ass 35 y« 



2s.' list sons things that 



you. do raally wall (or usad to do) 
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• 

DATE: 



CAREER ASSESSMENT AND PLACEMENT CENTER 
VOCATIONAL EVALUATION REFERRAL FORM (SCHOOL) 



VOCATIONAL SCHOOL 
COUNSELOR: COUNSELOR: 

SPECIAL EDUCATION TEACHER: SCHOOL: 

NAME: D.O.B. SOC. SEC. #: 

ADDRESS: PHONE: 

PARENT OR GUARDIAN: 



IN CASE OF EMERGENCY (Contact Person): 

ADDRESS: u HOME PHONE: BUS. PHONE: 

REASON FOR REFERRAL (Please be Specific): 



DISABILITY: .. ' 

MEDICAL INFORMATION: 

General Physical Health: 

Medical Limitations (Physical/Emotional): 

^1 Hospitalizations (Dates, Where, Reason): " 

Medications: . Schedule: 

Does This Person Have Seizures: How Often: What Kind: 



ACADEMIC EDUCATION: 

Grade: Credits: _ vs Program: 

Specific Vocational Courses (e.g., welding, typing, etc.): 

Reading Score: Date Given: 

Math Score: Date Given: 

WISC, WAIS Scores: Date Given: 



WORK HISTORY (include volunteer, work training, work experience, etc.): 



MISCELLANEOUS INFORMATION: 

Is the student a client of Dept.-of Rehab: Yes No ' Counselor: 

Parent's primary language (other than English): 

What type of transportation will client be using: 

Additional information you feel is. important: 



CAREER ASSESSMENT AND PLACEMENT CENTER 

9401 South Painter Avenue 
Whittier, CA 90605 
(213) 698-8121, Extensions 312 & 313 

VOCATIONAL EVALUATION REFERRAL FORM 



DATE: 



REFERRAL SOURCE: 

AGENCY: 

ADDRESS: 



NAME: 

ADDRESS: 

PARENT OR GUARDIAN: 
ADDRESS: 



PHONE NUMBER: 
D.O.8. 



IN CASE OF EMERGENCY (CONTACT PERSON) 

ADDRESS HOME PHONE" 

PHYSICIAN CLINIC 

REFERRAL REQUEST: 



SOC. SEC. #: 
PHONE: 



PHONE: 



BUS. PHONE 
PHONE 



DISABILITY: 



MEDKvAL INFORMATION: 
General Physical Health 
Medical Limitations (Physical/Emotional) 



Hospitalizations (Dates, Where, Reason) 

Medications Schedule 



Does This Person Have Seizures 

ACADEMIC EDUCATION: 

Completed thru (Grade Level) 



Additional Specific Vocational Training 



How Often 



What Kind 



H.S. Graduate or G.E.D. Yes 



No 



WORK HISTORY: (Include Volunteer) 

Employer 

Location 

Duties 



Position 



From 



to 



Reason for Leaving 

Other Employment (Use Reverse Side if Necessary) 



Wages/Hr. $ 



MISCELLANEOUS INFORMATION: 

Other vocational programs the client has been involved in (programs and dates): 



Other professionals involved with the client (Probation Counselor, Social Worker, etc.): 
Driver's License: 



What type of transportation will client be using: 



Additional information you feel is important: 



0 
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# PLACSWENTOeMlER. 



9401 South Painter Ave. • Whittier, California 90605 • (213) 698-8121 
Dan Hulbert, Rehabilitation Services Administrator 



ADMISSIONS CRITERIA FOR VOCATIONAL EVALUATION 



The following are levels of vocational and social development which are considered 
necessary for an individual to obtain a valid and beneficial vocational evaluation. 
These are to be considered as general guidelines to follow in screening individuals 
for referral for an evaluation. In general, a potential vocational evaluee should be: 



o Toilet trained; 



o Able to dress and feed self; 



Non-destructive to self, others, and surrounding envirnoment; 

Able to tolerate the minimal pressures of a work situation, i.e., expectan- 
cies of an authority figure for "x lf amount of productivity, accept 
criticism, physical stamina to work on a 4-hour job with the normal 
amount of break time; 



o Able to attend to a task for a minimum of 10-20 minutes without 
excessive talking, looking around, day dreaming, and other task Inter- 
rupting behavior; 



o Able to understand and follow oral and/or demonstrated instruction on a 
2-step task; 



o Able to independently work on a learned repetitive task for 10-20 
continuous minutes without supervisory follow-up; 



o Able to independently use transportation from home school to central 
campus and back; 



o Preferably 16 years of age or older. 
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WHITTIER UNION HIGH SCHOOL DISTRICT 
CARFFR ASSESSMENT AND PLACEMENT CENTFR 



Parent Consent for Services 

Reason for Referral Your son/daughter has been referred to the Career Assessment and 
Placement Center to receive assistance in vocational planning. The Career Assessment 
and Placement Center is a group of counselors and other school personnel who make 
recommendations in an attempt to more adequately meet students vocational needs. 
Your son/daughter has been referred for the following services in order to help plan an 
appropriate program: * 

Vocational/Work Evaluation . Vocational Counseling 

Job Placement Work Adjustment 



Your son/daughter is scheduled to start the program at the Sierra Education Center, 9401 
South Painter Avenue and will be attending from to , beginning 

_ » 

I give my consent for my son/daughter to be assessed as outlined above. I understand that 
my son/daughter will not be assessed until this signed consent is returned and ths the 
assessment will be completed within 1 semester of the district's receipt of this consent. 
It is also my understanding that when this assessment is completed I will be invited to a 
meeting to review the results and discuss program possibilities. I understand that no 
change in my son's/daughter's educational program will be made without my written 
consent. 

My son/daughter has my permission to use his/her own vehicle for transportation to and 

from Central Campus: Yes No . I understand that the Whittier Union 

High School District will otherwise provide transportation. 

I also understand that as part of his/her involvement with the Career Assessment and 
Placement Center he/she may be transported off the Whittier Union High School District's 
property. I give my consent for this with the understanding I will be notified by phone of 
such action prior to each occurrence. 

In case of an. emergency please contact Dr. 9 

at ( ) m . If the Doctor cannot be reached, take my 

child to Hospital for treatment. I realize that the Whittier 

Union High Schol District cannot assume responsibility for the payment of medical fees or 
expenses. 



Students Name Parent/Guardian Signature 



Date 

LEGEND 

White - Parent 9QQ 
Yellow - School 60 O 

Pink - Central Eile 



WHITTIER UNION HIGH SCHOOL DISTRICT 
CAREER ASSESSMENT AND PLACEMENT CENTER 



Consentimiento de Padres para Servicios 



Razon 



Carrer 



para Referimiento: 



*xv. A y.n».t^....w . Su hijo/hija ha sido referido(a) al Centro para Evaluacion de 
»ras y Empleos para recibir ayuda en el planeamiento vocacional o profesionai. EI Centro 
para Evaluacion de Carreras y Empleos es un grupo de consejeros y otro personal de la escuela 
que hacen recomendaciones en un intento de satisfacer las necesidades profesionales del 
estudianje mas adecuadamente. Su hijo/hija ha sido referido(a) para los siguientes servicios 
con el fin de ayudar a planear un programa adecuado: 



Evaluacion Vocacionai/Trabajo 



Coiocacion en Empieo 



Orientacion Vocacional 
Adaptation para el Trabajo 



Se proyecta que su hijo/hija empiece el programa en el Centro de Education Sierra, en 9*01 
South Painter Avenue, y assistira de ; a , empezando 



Doy mi consentimiento oara que mi hijo/hija sea evaiuado(a) como indicado arriba. Entiendo 
que mi hijo/hija no sera evaiuado(a) hasta que £ste consentimiento, firmado, sea devuelto, y 
que la evaluacion sera completada dentro del semestre en que el distrito reciba este 
consentimiento* Entiendo tambien que cuando la evaluation sea terminada yo ser4 invitado(a) 
a una reupion para revisar los resultados y discutir posibilldades en el programa* Entiendo que 
no se hara ningun cambio en el programa educational de mi hijo/hija sin mi consentimiento por 
escrito. 

Mi hijo/hija tiene mi permiso para usar su propio vehiculo para transportacion de ida y vuelta a 

la Escuela Central: Si' No . Entiendo que, de otra manera, el distrito Whittier 

Union High School District pro veera' transportacion. 

Entiendo tambien que, como parte de su participation con el Centro para Evaluation de 
Carreras y empleos, ^i/eiia puede ser transportado(a) fuera de la propiedad del distrito 
Whittie^ Union High School District* Doy mi consentimiento para eso con el entei limiento de 
que sere notificado(a) por telefono de tal action antes de cada caso. 

En caso de emergencia, hagan el favor de comunicarse con el Dr. , 

tel. ( ) . Si no pueden comunicarse con el doctor, iieven a mi hijo/hija ai 

Hospital paja tratamiento. Comprendo que el distrito Whittier Union 

High School District no puede asumir responsabilidad de pagos o gestos medicos. 



Nombre de Estudi£nte 



Firma de Padre/Guardictn 



Fecha 



ERIC 



Leyenda 
Bianca - Padres 
Amarillo - Escuela 
Rosa - Registro Central 
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9401 South Painter Ave. • Whittier, California 90605 • (213) 698-8121 
Dan Huibert, Rehabilitation Services Administrator 




VOCATIONAL EVALUATION SERVICES 



1. Contact Person : Vocational Evaluator, telephone number (213) 698-8121, Extension 
312 or 313. 

2» Purpose of Service: Vocational Evaluation is a systematic approach to assist the 
disabled individual in> determining realistic and feasible vocational objectives^ The 
person's assets, limitations, and work behaviors are assessed* 

3* Target Population: Disabled individuals, sixteen years of age or older, with a 
vocational handicap, with the emphasis on serving the severely disabled. 

4. Admission Criteria : The following are levels of vocational and social development 
which are considered necessary for an individual to obtain a valid and beneficial 
vocational evaluation. These are to be considered as general guidelines to follow in 
screening individuals for referral for an evaluation. In general, a potential 
vocational evaluee should: 

a. Have minimal self-care skills; 

b. Be nondestructive to self, others, and surrounding environment; 

c. Be able to tolerate the minimal pressures of a work situation, i.e., expec- 
tancies of an authority figure for x amount of productivity, accept criticism, 
physical stamina to work on a four-hour job with the normal amount of break 
time; 

d. Be able to attend to a task for a minimum of thirty minutes without excessive 
talking, looking around, daydreaming, and other task interrupting behavior; 

e. Once a repetitive task is learned, able to independently work on the task for 
thirty continuous minutes without supervisory follow-up; 

f. Have available, and able to independently use, transportation from home to 
the Vocational Evaluation site and back; 

g. Be able to understand and follow oral and/or demonstrated instruction on a 
two-step task* 

5* Referral Process ? The referral source should complete a Vocational Evaluation 
Referral Form and send it to the Career Assessment and Placement Center, along 
with copies of the following: 

a. General medical exam; 

b. Psychological assessment* reports, if available; one: 

C u 0 |^ 
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c. Medical specialist reports, if available; 

d. Social history, if available; 

e. School and/or vocational training records, if available. 

Intake Process: At the time the referral source contacts the Evaluation Unit, a 
starting date is established. It is necessary that the Referral Information and 
Authorization for Services be received by the Evaluation Unit prior to the starting 
date. Tho intake interview occurs on the first day of the evaluation. An individual 
evaluation plan is developed at that time. 

7. Average Length of Program: Ten days, based on a six-hour day attendance. 

8. Methods Used: The Vocational Evaluation consists of work sample assessment, 
psychological testing, and situational assessment in either a vocational training 
program or a community job site, the work sample systems used include: Singer, 
JEVS, Valpar, Microtower and MESA. 

Progress Measurements and Reporting Procedure: Upon completion of the evalu- 
ation, a staffing is held with the client, the Evaluator, "the referral source, and other 
appropriate individuals. The staffing is held within one week of the completion 
date. A comprehensive vocational evaluation report is written with the following 
information included: referral reason, background information, work interests and 
needs, dexterity and strength results, work sample results; work behavior, staffing 
discussions and summary, and specific recommendations. This report is completed 
within two weeks of the completion of the staffing and sent to the referral source. 

10. Cost: The cost of providing vocational evaluation services is $25/client/day. 
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} 9401 South Painter Ave. • Whlttier, California 9C30S * (213) 698*8121 

Dan Hulbert, Rehabilitation Service? Administrator 
VOCATIONAL VALUATION REPORT 

Client: Date: October 24, 1985 

Date of Birt h: 10/18/67 

Vocational Counselor: Jean Nathanson 

Special Education Teacher: Carolyn Jontz 

Vocational Evaluaton Brian McElmeei 

Dates in Evaluation: September 16 thru September 20, 1985 



Interview . and Background Information: , a twelfth grade student in the OH 

Program at El Rancho High School, was referred tr evaluation for an assessment of her 
Vocational interests, aptitudes, abilities, and to deye >p an appropriate vocational goal for 
the client* 

During the initial interview, expressed an interest in clerical/office work and 

added that she would prefer a job that would allow her to type and perform paperwork 
types of duties such as stapling, collating, photocopying, and so forth. had a 

tendency to talk around questions that were posed by this E valuator, making it somewhat 
difficult to elicit information during the initial interview* stated that she has 

never held a job before, but was presently enrolled in typing and sewing and estimated her 
typing speed to oe approximately five to ten words per minute. further indicated 

that typing and English were her favorite subjects and stated that she has enjoyed all of 
her c'isses in high school thus far. Whan asked what kind of working conditions she would 
prefer on a job, could only reiterate her interest in performing clerical duties in an 

office -typesetting. 

Work Interests and Needs: On We Becker Reading Free Vocational Interest Inven tory, 
high interest was reported in the following job clusters: materials handling, horticuaire, 
and clerical work.* Low interest was shown in patient care, laundry service, and food 
service. selected the following jobs as areas of interest on the Gordon 

Occupational Checklist and. rated them in order of importance as follows: clerk typist, 
file clerk, adding machine operator, and library aide. was also assigned to the 

Career Center, located at the Sierra Education Center, for additional vocational 
exploration purposes and indicated an interest in the following occupations: clerk typist, 
copywriter, bank teller, bookkeeper, telephone operator, travel agent, cashier, and police 
officer. 

Psyc hometric Test Results: The Street Survival Skills Questionnaire is designed to assess 
an individual's functional knowledge of independent living skills necessary for community 
employment. obtained her highest scores on the basic concepts (color and 

fB directionality, functional signs, public services, time (clock, digital, and calendar), and 
money (identification, equivalents, and transactions) sub-tescs. appeared to have 
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the most difficulty on the tools, domestic management, health, first aid and safety, and 
measurements (temperature, liquid volume, and linear) sub-tests. The overall results of 
the questionnaire indicate that is functioning in the borderline range when 

compared with people her own age in terms of her functional knowledge of adaptive 
behaviors necessary for independent living within the community. The Raven Standard 
Progressive Matrices consists of sixty abstract designs, from each of which a part has 
been removed. had to choose a figure, from six or eight alternatives, which 

completes the missing insert; When compared with her respective age group, 
earned a score below the 5%ile, indicating significantly below average abstract reasoning 
and thinking abilities (as measured by this instrument). It should be pointed put, however, 
that was observed working rather hurriedly on tlis test, completing it in only 

sixteen minutes (the Raven Standard Progressive Matrices normally takes between thirty 
and forty-five minutes for completion). 

Dexterity Test Results: Compared to general Industrial applicants, obtained the 

following scores on the Purdue Pegboard Dexterity Test: right hand (dominant) - below 
l%ile, left hand - 5%ile, both hands - l%Ue, and assembly - l%ile. Although left 
hand appeared to be noticeably faster than her right hand wheh grasping and placing the 
pins, her scores indicate that she possesses significantly below average fine finger 
dextrousckills. 

Work Sample Results: Although it took a considerable amount of time to complete 

the task, she did not make any errors on the numerical sorting work sample, which had her 
sort numbered and lettered plastic chips into predetermined slots accordino/to the correct 
sequence. Additionally, made two errors (she placed two turqubiue .chips in with 

the blue, chips) on the multi-level sorting work sample, which had her sort plastic chips 
into predetermined slots according to a color/letter/number sequence. The numerical 
sorting and multilevel sorting work samples are rtlated to jobs of a routine inspecting, 
classifying, and stock checking nature. The filing by numbers work sample required 

to file three hundred and thirteen three-by-five cards in numerical sequence. 
Although . was able to group cards into stack* of one hundreds, two hundreds, three 
hundreds, and so forth, she was unable to file cards numbered one through ninety-nine ir 
numerical order. As an example, had filed cards in the following manner: one, 

seven, four, twenty-nine, seventeen, thirty-four, etr. After working on this task for 
approximately twenty minutes, the filing by numbers work sample was discontinued as 

informed this E valuator that she had difficulty in counting past one hundred by 
ones. The filing by letters work sample involved filing three htmdred and thirteen three- 
by-five cards in alphabetical order. After a br!<*f demonstration, was able to 
group the cards into stacks of A's, B f s, Cs, and so forth. However, when two names 
started with the same letter hs<1 difficulty in remembering that the second letter 
in the names was- used to determine which card was filed first and even more difficulty in 
learning to use the third letter in the name of a person or a business when the first and 
second letters in both names were the same. This difficulty in learning to file cards 
alphabetically occurred even though approximately one and one-half hours o* one to one 
instruction was provided. The adding machine work sample required to total 
thirteen columns of numbers using a standard ten key adding machine. Each column 
included nineteen to twenty numbers, and each number included four to six digits, 
correctly totaled just four of the thirteen columns, appeared to have difficulty in learning 
the position of the keys and in operating the machine, as numbers were frequently omitted 
or entered twice, however, she was able to remember the procedure used in correcting 
errors as the printout showed that one correction was performed satisfactorily. It should 
be pointed out that the correction procedure was reexplained several times to 
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After practicing typing .for approximately forty minutes, was administered three 

five-minute typing assessments and obtained the following results: four words per minute, 
four words per minute, and ten words per minute, respectively. Additionally, 
correctly computed change amounts for seven of ten transactions on the making change 
work sample, although it should be noted that used paper and pencil to calculate 

the transactions that she was unable to do in her head, using the addition and subtraction 
method. 

Behavioral Observations: was cooperative in attempting all assigned tasks and put 

forth effort to do a good job even though she experienced difficulty with several of the 
work samples attempted. seemed to learn best through a combination of verbal 

and demonstration instructions and instructions usually needed to be repeated several 
times to ensure that adequately understood what she was expected to do. When 

: worked on a task that she did not adequately understand, she needed to be 
reminded to ask for assistance from the E valuator or Evaluation Technician. As the 
evaluation progessed, frequently asked for assistance when a problem arose. 

Additionally, seems to loam best when a larger task can be broken down into a 

series of smaller, more readily identifiable sub- tasks. Additionally, seemed to 

possess fairly good retention skills, as reinstruction was rarely necessary once she 
indicated that she understood a task. - attended evaluation regularly on all days 

scheduled and good punctuality was noted. Daily attire and* personal hygiene were 
appropriate at all times. 

Staffing Results and Recommendations: A staffing was held on October 11, 1985 at El 
Rancho High School. Those in attendance included: ; Jean Nathanson, Vocational 

Counselor; Carolyn Jontz, Special Education Teacher; Bob Ti?ner, Adapted P*E. Instruc- 
tor; Bob Gillilcnd, School Psychologist; Debbie Noble, Speech Therapist; and Brian 
McElmeel, Vocational E valuator. In summarizing the evaluation results, the E valuator 
informed those in attendance that strongest interests appeared to be in 

clerical/office work* and that she has shown improvement in her filing, use of an adding 
machine, and typing ability since her last evaluation in May, 1983. However, continued 
improvement in the above noted areas seams indicated before employment in an office- 
type setting would be a feasible consideration. The recommendation was made that 

explore her vocational strengths through the use of on-campus work sites. El 
Rancho High School's library was discussed as one possible work training site. Debbie 
Noble recommended that be provided with the opportunity to reshelve books and 

indicated that the strategies involved in performing this task could be generalized to 
other sorts of tasks. Carolyn Jontz reported that would additionally be given 

practice in locating books and would receive instruction in the use of the card catalog and 
index cards. The recommendation was also made that be referred to Work 

Adjustment (Carol Marsh) where a task analysis would be performed, outlining learning 
strategies that are required to locate and reshelve books from the beginning of the task to 
completion. By utilizing a task analysis approach, and by continued repetition of each of 
•the smaller steps necessary to perform th^ larger task of reshelving books, it was felt that 
memory sequencing and discrimination ability would thereby improve, as Bob 
Gllliland indicated that seems to have difficulty in conceptualizing a problem and 

task analysis end repetition seems indicated. The recommendation was also made that 

needs to Improve her change making ability in order to become more proficient in 
this area, and instruction in dictionary usage would also be provided, in order to improve 
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vocabulary. Continued practice in the use of an adding machine and typewriter 
seem further indicated. 

Brian McElmeel, M.S. 
Vocational Cvaiuator 

BM/nh 
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CAREER ASSESSMENT 
% PLACEMEMTOeNlER. 

^ * 9401 South Painter Ave. • Whittier, California 90605 • (213) 698-8121 

Dan Huibert, Rehabilitation Services Administrator 
VOCATIONAL EVALUATION REPORT ' 

Client: Date: November 5, 1985 

Da te of Birth: 9/13/68 

Special Education Teacher: Harriett Perez 

Vocational Counselor: Robbie Low 

Vocational Evaluator: Bob Ware 

Dates in Evaluation: September 10 thru October 18, 1985 



ERIC 



In terview and Background Information: As a member of the Preparation for Work class, 
participated in a six-week vocational evaluation for an assessment of his interests, 
aptitudes, and skills. is an eleventh grade student in the Resource Specialist 

Program at Pioneer High School, though he only has obtained fifty-eight credits. Medical 
information indicated that is in good physical health. 

During the initial interview, indicated an interest in cooking, drafting, auto body 

repair, and said that he likes doing mechanical things. Aside from working with members 
of his family, said he has had no work experience. indicated that in his spare 

time he enjoys cooking, likes working with his hands, and said his favorite class in school 
is math* did not express a preference for any particular type of working conditions 

saying he was mainly concerned that he liked what he was doing. said he would 

consider from one to two years of job training/education, if it were necessary in order to 
obtain employment. 

jrk Interests and Needs: On the Wide Range Interest and Opinion Test, clusters in which 
indicated the highest interests included: personal service, sales, and protective 
service; while low interest was shown in sedentariness, science, and outdoor work. On the 
Becker Reading Free Vocational Interest Inventory, highest interests were in: 

materials handling, personal service, food service, and patient care; while low interest 
was shown in horticulture, housekeeping, and animal care. was also assigned to the 

Sierra Education Center's Career Center for additional career exploration and indicated 
an interest in the following occupations: sheet metal worker, carpenter, painter, auto 
body repairman, forklift operator, baker, cook/chef, cake decorator, darkroom technician, 
photograhper, and artist. 

Psychometric Test Results; The following grade level equivalents were obtained on the 
Peabody Individual Achievement Test: mathematics - 6.4, reading recognition - 1.8, 
reading comprehension - 3.5, spelling - 2.8, general information - 5.6, and total test - 3.8. 
The Raven Standard Progressive Matrices provides a measure of intelligence through an 
individual's capacity for observation and clear thinking. Compared to people in his own 
age group, obtained a score at the 5Q%ile, which would seem to indicate that he is 
functioning within the normal range of intelligence. The Revised Minnesota Paper Form 

A JOINT VENTURE OF 

" V M-2 
Whittitr Area Cooperative Special Education Program and Whlttlar Union High School Oistrict 

Accredited by the National Commission on Accreditation of Rehabilitation Facilities 



301 



PAGE* TWO 



Board Test measures those aspects of mechanical ability requiring the capacity to 
visualize and manipulate objects in space. The test consists of sixty-four problems, each 
containing two or more abstract shapes that are apart, and requires the student to 
determine how those shapes would look when put together. Compared to applicants for 
work at an electrical appliance manufacturer, obtained a score at the 90%ile, which 
would seem to indicate, that he possesses very, strong spatial visualization skills. 

Work Sample Results: demonstrated strong size and eye/hand/foot coordination 

skills and accurately measured to one-sixteenth inch increments. The simulated assembly 
work sample required to assemble as many three-piece units as was possible on a 
rotating wheel. This task is related to rote-type assembly line/production occupations. 

maintained a very fast work pace throughout the twenty minutes, as he completed 
three hundred and sixty-thfee assemblies while the average completion number ranges 
from two hundred and seventy-eight to three hundred and twenty assemblies, 
demonstrated entry-level blueprint reading skills in correctly answering twenty-two of 
twenty-four questions pertaining to three different drawings on the blueprint reading work 
sample. 

was administered three tasks designed to assess his size discrimination and form and 
spatial perception skills in assembling objects once they had been taken apart. The ladder 
assembly work sample required him to disassemble a three-rung, stepladder and to then 
reassemble it from memory; the pipe assembly work sample involved the assembly of a 
series of pipe, elbows, unions, and t-joints according to diameter; and the lock assembly 
work sample had disassemble a lock containing approximately fifteen pieces and to 
then reassemble it from memory. was able to complete the first two work samples 

on his own without any errors in an above average time frame. completed the lock 

assembly task in only twenty minutes, while normal completion time ranges from thirty- 
six to fifty-four minutes. The only error he made on the task was in incorrectly placina a 
spring. The results of the above three work samples would seem, to indicate that 
possesses strong size discrimination and form and spatial perception skills. The metal 
square fabrication work sample required to measure, cut, bend, and solder together 
four pieces of metal to form a block. All of measurements and cuts were 

accurately done as the four pieces of metal fit squarely together. The only error he made 
was in applying too much solder to one of the sides. The electrical circuitry and print 
reading work sample required to test electrical contacts for continuity and to follow 
a simple diagram and schematic for wiring contacts to form continuity. did hot 

make any errors in wiring the contacts, as he seemed able to follow the diagram and 
schematic without any difficulty. He made four errors in testing the contacts for 
continuity as he failed to test four of the contacts that were noted on his answer sheet. 
The record checking work sample required to compare a store inventory work sheet 
with a master inventory sheet and to identify and correct any discrepancies between the 
two. obtained a speed score at the 80%ile compared to general agency norms and 

correctly totaled twenty-four out of a possible twenty-four accuracy points, demon- 
strating the ability to pay close attention to detail in written material* 

In view of interest in drafting, he was administered the drafting work sample which 

contained sections on measuring, line perception, use of a ruler, t-square, and triangle, 
use of a compass and circle template, blueprint reading, and orthographic projection 
(drawing top, front) and side views of three objects including all extension and dimension 
lines). did not make any errors in the sections requiring the use of a ruler, t-square, 

triangle, compass, and circle template. However, on the other sections of the work 
sample time scores fell significantly below average while he made numerous 
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errors. After completing the task, said that he was no longer interested in becoming 
a draftsman. 

The. woodworking work sample required to use common woodworking tools and 

equipment such as a measuring rule, hammer, saw, screwdriver, router, electric drill, 
sandpaper, wood stain, etc., for the construction of a small shelf. All measurer 
merits and cuts were within the allowable tolerances and he used the power tools in a safe 
and efficient manner. One of the dadoes had a slight curve in it because was not 
holding, the router straight, but the other three dadoes were accurately cut out. was 
able to position, fit, and assemble the shelving within the specified tolerances and did a 
neat job in applying the wood stain. The sheet metal work sample required to do the 
layout for the construction of a toolbox. Steps in this task included: laying out two 
pieces of sheet metal and scribing lines for cutting and bending (one thirty-second inch 
tolerance); cutting the two pieces of sheet metal to a tolerance of one-sixteenth inch; 
punching holes for the placement of hinges, handles, and rivets; bending the-sheet metal 
to form the base, top, and handle of the toolbox using a finger break; and pop riveting to 
assemble a hinge and handle to the box. Though had previously demonstrated 

measuring skills which were accurate to one-sixteenth inch, he seemed somewhat 
uncertain ab,out his reference points on this task and required assistance from staff 
members in order to ensure his measurements were accurately done. He independently 
cut the pieces of sheet metal to size, smoothed burred surfaces using a file, bent the 
metal with a manually operated finger break, and shaped the metal using a hammer, 
was also able to rivet all parts without any assistance. The completed box top and base 
fit squarely together, as did a good job of working withitj the strict tolerances 

defined on the task.- 

In view of interest in working as a cook/chef, he wgs assigned the cooking and 

baking work sample which required him to follow a taped recipe for baking brownies. The 
only error made on the task was in adding a tablespoon rather than a teaspoon of 
vanilla. He was able to follow the remainder of the taped instructions on his own without 
any mistakes and did a very thorough clean-up job. 

was administered two work samples designed to assess his ability in paying close 
attention to detail, while following through on multi-step tasks. The independent problem 
solving work sample required him to follow a five-step process for comparing fifty sets of 
abstract designs and noting any differences between the sets. The tri-level measurement 
work sample had follow a' nine-step process for inspecting machined parts according 
tc specified standards. did not make any errors on the practice sections of either 

work sample, though on the timed portions of both work samples he made numerous errors 
causing .his work quality to fall below average. time scores on each of the work 

samples was well above average, as he appeared to rush through each task without paying 
much attention to his work quality which was probably the main reason for the errors 
being made. 

Work -Related Behaviors; was cooperative in attempting all assigned tasks, 

displayed good attending skills, ,and was persistent in completing his work. He seemed to 
learn best through a combination of verbal and demonstration instructions and was able to 
retain instructions from day to day. seemed to be accepting of supervision and any 
constructive criticism that was offered. He readily interacted with staff members and 
did not hesitate to ask questions if he did not understand something. There were no 
attendance or punctuality problems noted. In general, presented himself as a 

personable individual who seemed to put a good effort into his work. 
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At times,. displayed the tendency to hurry through his work which resulted in errors 
being made, as was seen on the independent problem solving and tri-level measurement 
work samples. 

Staffing Results and Recommendations; A staffing was held on October 21, 1985 at the 
Career Assessment and Placement Center. Those in attendance included: ; his 

uncle? Robbie Low, Vocational Counselor? Kelly Worthington, Counselor Intern? and Bob 
Ware, Vocational Evaluator. the evaluation results were reviewed at that time. The 
Evaluator noted that strongest interests seemed to be in food service, auto body 

repair, woodworking, and materials handling/warehousing. Intellectual functioning 
seemed to be within the average range. MESA (Micro-Computer Evaluation Screening 
Assessment) testing indicated strengths in the following areas: size, shape, and eolor 
discrimination, eye/hand/foot coordination, problem solving, visual memory, and reasoning 
ability. 

Mr. Low noted that was going to be transferred from the Resource Program to the 
Special Day Class Program at Pioneer High School and that he was approximately 50% 
short on credits. In view of the shortage of credits, it was suggested that be 
enrolled in ROP classes relating to his interests such as food services, auto body repair, 
and warehousing, should the warehousing class be reinstituted. . In view of interest 
in woodworking, it was suggested that he be enrolled in a wood shop class at Pioneer her t 
year. Mr. Low also suggested that in view of shortage of credits, he attend 

summer school during the summer of 1986. The final recommendation was to make 
a client of the Department of Rehabilitation services so that, he could take advantage of 
any support services that the department might be able to offer. 

Bob Ware, M.S. 
Vocational Evaluator 

BW/nh 
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Trainee's 
Name: 



WHITTIER UNION HIGH SCHOOL DISTRICT 
Career Assessment and Placement Center 



Worker Evaluation 



Work Site: 
Address: _ 
City: 



Position: 



Site 

Supervisor: 



Pay Period 
Begins: 



LEGEND 
White - Rehabilitation 
Green - Central File 
Canary r Trainee 
Pink - Teacher 
Goldenrod - Supervisor 



Ends: 



Phone No. 



Evaluations should be made on a realistic basis. Stipend pay rates are calculated based on 
percentages earned in each assessment category. . 



ASSESSMENT CATEGORIES 


100% 


90% 


80% 


70% 


60% 


50% 


40% 


30% 


20% 


10% 


Date 


Hours 


In 


Out 


Total 


PUNCTUALITY-regularly on time 






























ATTENDANCE-dependable; notifies in 
advance if absent 






























ATTiTUDE-positive toward work, co- 
workers, supervisors 






























FOLLOWS INSTRUCnONS-oral and 

written 






























APPEARANCE-appropriately dressed 






























RETAINS INSTRUCnONS-remembers tasks 
from day to day 






























WORKS INDEPENDENTLY-does not need 
continuing supervision; does not waste time 






























INITIATIVE-self starter;, works ahead with- 
out further direction 






























QUALITY OF WORK-accurate and well 
done 
















1 














SPEED AND PRODUCTIVITY-is equivalent to 
a full-time employee 






























Please comment on Trainee's progress: 






















Supervisor's Signature: 












Trainee's Signature: 
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Please have worker evaluations completed and signed for payroll processing by: 



Date 



30 



v 

O 



ON THE JOB EVALUATION REPORT 



Client Name 
Program 



Rating Period, from 
Supervisor 



to 



Rating Scale 

S "' Strength 
A « Acceptable 
CN • Change needed 

E « Enough to baffle a Philadelphia lawyer 

• INTERPERSONAL RELATIONSHIPS 
A. SUPERVISORY. RELATIONSHIPS 

S A CN E 
1 Profits from Instruction 



3* 



Handles criticism appropriately 



Handles praise appropriately 



Clear communication with supervisor 



Asks appropriate question 



Respects role of supervisor 



A CN E 



B. CO-WORKER RELATIONSHIPS 



Works effectively 1n groups 



Works effectively alone 
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o 



3 


m 

s 

1 


A 


CN 

I 


E 


• * 

| Gets along with others 


5 


1 


s 


A 


CN 


E 


WORK BEHAVIORS AND ATTITUDES 

A* UCrtmiMlnOXui I T 

Uses good judgment and follows through on decisions 


2 










Indus trfousness 


3 










Punctual 1ty 


4 


- 








Attendance 


5 










Conformity to shop rules and safety practices 




6 










Consistency of work effort 


• 


1 


s 


A 


CN 


E 


B. PHYSICAL CHARACTERISTICS 

Stamina 


2 








• 


Vitality of work energy 


1 


s 


A 


CN 


E 


C. ACCEPTANCE OF WORK ROLE 
Reaction to pressure - frustration .tolerance 


2 










Concentration ? dlstractablHty 




" 3 










Flexibility 308 ' 


• 












Realistic self appraisal of functioning level 

, t X; T ' • 



S A CN E 



TASK PERFORMANCE 



Quality of work 



Productivity 



Ability to organize work 



Use of tools, equipment 



Housekeeping of area 



Training potential 



S A CN E 



Dress 



SELF PRESENTATION 



Grooming 



Hygiene 



Confidence 



Personal complaints 
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Irritating habits 



GENERAL 



Odd and inappropriate behavior 



Have you noticed any physical limitations, I.e. visual, hearing, etc. 



Circle the letter preceding the statement which describes the client's response 
to supervision 

a. Client '1s helpful, pitches 1n and works well under all forms of supervision. 

b. Client works best under permissive,' supportive supervision, 
c; $Hent 1s usually helpful and requires minimal supervision. 

d. Client resists all super/1 slon. 

e. Other 

What; in your opinion 1s preventing this person from being employed In the 
conrnunity? 



.Has the client expressed Interest in competitive employment. 
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PUBLICATIONS 



1. SH ORT TERM VOCATIONAL gV NATION - Karl F. Botterbusch Ph.D. 

Materials Development Center 
Stout Vocational Rehabilitation Institute 
University of Wise. - Stout 
Menomonle, Wise. 54751 



2- VOCATIONAL EVALUATION & ASSESSMENT IN SCHOOL SETTINGS 

Research and Training Center 
Stout Vocational Rehabilitation Institute 
University of Wise. - Stout 
Menomonle, Wise. 54751 



3- INDIVIDUALIZED CLIENT PLANNING FOR WORK ADJUSTMENT SERVICES 

Materials Development Center 
Stout Rehabilitation Institute 
University of Wise. - Stout 
Menomonle, Wise. 54751 



4 « THE USE OF PSYCHOLOGICAL TESTS WITH INDIVIDUALS WHO ARE SEVERELY DISABLED 

Materials Development Cenver 
Stout Rehabilitation Institute 
University of Wise. - stout 
Menomonle, Wise. 54751 



5- ff^ T ^^^)j AL ^Q^WITH ADOLESCENTS : DESCRIPTION & EVALUATION OF A PROGRAM 

Research and Training Center 
Stout Vocational Rehabilitation Institute 
University of Wise. - Stout 
Menomonle, Wise. 54751. 



6- LEARNING ASSESSMENT IN VOCATIONAL EVALUATION 

Materials Development Center 
Stout Rehabilitation Institute 
University of Wise. - Stout 
Menomonle, Wise. 54751 
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PUBLICATIONS - cont' 



7. . PERFORMANCE-BASrj TRAINING - IDENTIFYING PSYCHOLOGIC A L TESTS F OR EVALUATING 
VOCATIONAL POTENTIAL" 

Distributed by E & E Enterprises 
P.O. Drawer 2399 
445 Opelika Road 
Auburn, Alabama 36830 



8. UNITED STATES EMPLOYMENT SERVICE (USES) TESTS 

Ordered through the nearest State Employment Security Agency. Various 
tests cover achievement, aptitudes, interests, etc. 
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Whittier Union High School District 
9401 South Painter Avenue 
Whittier, California 90605 
(213) 698-8121 

CAREER ASSESSMENT AND PLACEMENT CENTER 

JOB DEVELOPMENT AND PLACEMENT 

DISSEMINATION MANUAL 



PREPARATION OF THIS MANUAL 

WAS SUPPORTED BY 
OSERS GRANT NO. G008430105 



MARCH, 1988 
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JOB DEVELOPMENT AND PLACEMENT 



JUxat Is The Career tesessaenb And PLaoeaent Center (CMC): 



The Career Assessment and 
Placement Center (GAPC) is a 
joint effort of the Whittier 
Area Cooperative Special 
Education Program, and the 
Whittier Union High School 
District. Started in December, 
1979, the Center provides 
vocational and independent 
living services to individuals 
who have been diagnosed as 
having a physical, mental, or 
emotional disability, who have 
minimal self-care skills, and 
who are junior high school age 
or older. 

Housed on one site, CAPC 
provides a comprehensive 
transition program which 
includes the following services: 
Vocational Counseling; 
Vocational Evaluation; Work 
Adjustment; Independent living 
Skills; Preparation for Work; 
Job Develop^nt/Placement? and 
Career Education* Recognizing 
that such a comprehensive 
p rogr am is ideal but not always 
possible, CAPC stresses that it 
is not necessary to provide all 
the services listed above in 
order to begin a sohool-to-adult 
life transition program* Any of 
these services could Amotion 



independently or in conjunction 
with one or two other services 
and could be provided by the 
same service provider (i.e. 
teacher) , or in cooperation and 
coordination with other service 
providers (i.e. teacher , 
counselor, psychologist) . 
Likewise, any of the CAPC 
manual s can be used 
independently or in conbination 
with others. 

This manual deals with Job 
Development and Placement, the 
component of GAPC which is 
responsible for establishing 
community sites for career 
exploration, situational 
assessment, job training, and 
job placement and follow-up. 
The manual can be used 
independently to provide 
guidance in establishing a Job 
Development and Placement 
program in a school district, or 
it can be used in conjunction 
with one or two others to 
develop a more coqprehensive 
p rogra m . Refer to the flew 
chart on the following page to 
see how Job Development and 
Placement fits into the total 
CAPC model. 



toy Is It Needed 



Since the goal of the Career 
Assessment and Placement Center 
is to train students to obtain 
competitive employment, students 
mast be provided with skills 
necessary to seek and keep "real 
jobs 11 in their cwn oomnunity. 
Many disabled students lack 
"real Job" experience or even 
exposure to the world of work. 
Also, some students who are 



disabled are not able to 
transfer skills learned in a 
classroom into another setting. 
Therefore, it is essential that 
students obtain an education 
which al lows them to be 
evaluated, trained, placed, 
monitored, etc., in an actual 
job setting in their cwn 
oomnunity. This will insure 
their greatest chance of success 
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CAPC TRANSITION MODEL 



SCHOOL/DEPARTMENT OF 
REHABILITATION 

REFERS 
STUDENTS/CLIENTS* 



VOCATIONAL 
EVALUATION 



CASE MANAGER 
Frequently Vocational Counselor, But 
May Be Other Staff Member 



PREP FOR WORK 
WORK ADJUSTMENT 
INDEPENDENT LIVING SKILLS 
(Mobility Training, Domestic-Etc.) 



JOB DEVELOPMENT 
AND 
PLACEMENT 



0» 



REFERRAL TO 
DEPART. OF REHABILITATION, 
REGIONAL CENTER, COMMUNITY 
SERVICES, ADULT SERVICE 
PROVIDERS 




T 



COMPETITIVE EMPLOYMENT 
■SUPPORTIVE EMPLOYMENT 
INTEGRATED SHELTERED WORK ENVIRONMENTS 
(i.e. Work Crews/Enclaves) 



*In the manuals, all 
Individuals served by 
CAPC are referred to 
as students. 



ERIC 



• 



FOLLOW-UP 
1 - 2 YEARS LATER 
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in getting and . keeping a job. 

In order for students to 
experience these "real work 11 
situations, ocranunity s up p ort 
for the program has to be 
established. The Job 
Development and Placement 
service provides this essential 
link between the Center and the 
business community. Job 
Development and Placement 
specialists contact employers 
and set up situational 
evaluations, job training, job 
placement, and monitor students 
once they have actually been 
hired. They also provide a 
public relations service by 
presenting information about the 
Center's services to groups, 
service clubs, employers, and 
agencies in the camunity. 

Pftf initial ftf tfhp 

Job Development 

Arousing employers' interest, 
generally in hiring persons with 
disabilities, and getting 
him/her to commit specific 
positions to be filled by 
disabled persons. 

Job Plaoun^i 

Placing a specific individual in 
a specific job. 

Situational, flss^ma&iageer 

Effilsaafcjgp 

A "hands-on" experience that 
lets a student further explore 
vocational interests and 
abilities by going into the 
ocranunity and trying a job for a 
specific length of time (usually 
1-5 days). 

Actual employment settings in 
the ocranunity where students can 
observe workers "on-the-job" for 
the purpose r of becoming more 
familiar with the conditions and 
requirements of that particular 



job. 

HBrissca! QsBBfflsafcisa 

Insurance which covers workers 
in cases of work-related injury 
or illness. 

Job Analysis 

A systematic study of the job in 
terms of uhat the worker does; 
the methodologies and techniques 
employed; the machines, tools, 
equipment; work aids used; the 
materials, products, subject 
matter, or services which 
result; the work environment; 
and the traits required of the 
worker. 

ffpfllff and Cfrl^ivgp 9f ffCTYi?** 

The goals of the Job Development 
and Placement services include: 

Is. To provide sites for 
career exploration , 
situational assessment, job 
training, and job placement. 

it To place students in 
competitive jobs, to the 
fullest extent possible. Some 
students may require such 
alternatives as supportive 
empl oyment , work crew , 
volunteerism, or as a last 
resort, a sheltered workshop 
(GAFC reooBtnends caution in 
placing students in sheltered 
workshops) • 

3a Conduct follow-up on 
students after they are hired. 

Is. Provide public relations 
services by gaining cxraoaunity 
support for GAFC. 

Description Of Service 

Hie admission criteria is that 
the individual has: 
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1* A ocnpleted referral form 
with support documentation; 

Zi. A referral request 
cxanensurate with career goals 
and objectives; 

It. Adequate vocational 
preparation coanensurate with 
the referral request; 

4jl An indication of 
motivation to participate in 
requested services; 

JLl Available and reliable 
transportation (public or 
private); 

£1 Social skills/behavior 
deemed appropriate for 
requested services. 

Referral Pry^n^ 

Job Development and Placement 
Specialists receive referrals 
for a number of different 
services from several different 
sources. Although referral 
procedures need to be flexible, 
they generally follow this 
pattern: 

a* Referrals for development 
of situational assessment 
sites are made by the 
Vocational Evaluator by 
completinrf the Request for 
Situational Set Up and 
submitting to the Placement 
Office; 

b_L Referrals for development 
of career exploration sites 
are made by the Vocational 
Counselor by ocnpleting the 
same Situational Farm and 
submitting it to the Placement 
Office; 

&. Referrals for development 
of job training sites and job 
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development and placement 
services are made by the 
Vocational Counselor by 
completing the Ccranunity Work 
Training Referral Form or Job 
Placement Referral Fore, 
respectively, and submitting it 
to the Placement Office. 

See sample Referral Form in 
Appendix. 

Intake Interview and Orientation 

After a referral is received, 
procedures vary depending on the 
type of referral. 

fix Career exploration or 
situational assessment - Upon 
receipt of a Request for 
Situational Set Up, the Job 
Development/Placement 
Specialist contacts local 
businesses/organizations to 
develop the site. Once the 
site is developed, the 
information is given to the 
referral source (usually the 
Vocational Evaluator) who then 
makes the necessary 
arrangements and does the 
f oUcw-through for the student 
to participate. 

Job training or job 
development and placement- 
Upon receipt of a Ccraaunity 
Work Training Referral or Job 
Placement Referral, the Job 
Development/Placement 
Specialist reviews the 
student's records for 
indications of employment 
readiness. To determine 
readiness, the Specialist will 
look for experience in career 
education, work adjustment, 
vocational evaluation, and 
prior work training and/or 
employment. Next, the 
Specialist schedules an intake 
interview with the student. 
For Job Placement Referrals 
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under 18 years of age, a 
letter requesting verification 
of s uppo r t is sent to the 
parents (see sanple letter in 
Appendix) . During the intake 
interview, the student's 
employment readiness is 
further reviewed by verifying 
available transportation, 
possession of a social 
security card, hours 
available, and determining 
level of motivation. At this 
time, the services to be 
provided are explained to the 
student, and schedules for 
services are established^, For 
students referred for job 
training, the Job 
Development/Placement 
Specialist begins the 
development process based upon 
the referral request. For job 
placement referrals, a 
.Strategy Plaoecant Plan is 
developed with the student at 
the time of the intake 
interview. 

Oomqunitv Site Development 

One of the main tasks of the Job 
Development and Placement 
Specialist is to develop sites 
within the ccnnunity for the 
purposes of career exploration, 
situational " assessment, job 
training, and employment. Once 
a site has been developed, it 
may potentially be used for all 
of these purposes. However, in 
some cases, employers will only 
accept students for certain 
services. 

The Job Development and 
Placement Specialists at CAPC 
have utilized a nunfaer .of 
different methods to make their 
service knwn to the ccnnunity. 
The following are methods which 
CAPC has found to be successful: 

a* Networking - discover and 
locate ccnnunity businesses 



through the use of the yellow 
pages, Chamber of Commerce 
industrial guides, information 
provided by service clubs. 

bx Media - inform public of 
CAPC, and the services it 
offers through TV and radio 
public service announcements, 
newspapers, Chamber of 
Coma eto e newsletters, business 
newsletters, etc. 

g. Presentations Job 
Development and Placement 
Specialist make presentations 
to Chamber of Commerce, 
service clubs, businesses, 
etc. 

dx Literature - send out 
brochures , flyers , and 
newsletters to local business 
ccnnunity. 

£1 Gold Contacts - These are 
contacts made by phoning or 
walking unannounced into a 
business and talking directly 
with employers about the 
services available through 
CAPC. To make these efforts 
most profitable CAPC suggests: 

JL. Find the right person to 
talk to-be sure to talk 
with the person who can make 
the decision about utilizing 
services (a lot of time can 
be wasted talking to 
someone, only to find cue 
that the person you need to 
talk with is out of town or 
in another office or 
department) • 

2x Describe benefits - let 
the employer know how this 
service can help him. 

it Small businesses more 
cooperative with cold 
contacts - in a small mam- 
and-pop^type business, it is 
possible to walk in and talk 
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with the owners, whereas, 
walking into a large 
corporation and talking with 
the person-in-charge is 
unlikely, 

At Don't stop if success is 
not immediate - you may make 
ten contacts for one 
success. 

5x A team approach wiy help 
in coping with rejection- 
Specialists at CAPC found 
that by making cold contacts 
in pairs they were able to 
encourage each other and 
thereby cope better with 
rejection from employers* 

JL. Make it short - unless 
an appointment has been 
scheduled, do not take vp 
such of the employer's time. 

Zl Use portable slide 
presentation - pictures can 
say a lot about available 
services and benefits in a 
short amount of time. 

2* Leave information with 
employer - leave a brochure 
and/car business card and 
tdUoMjp on this contact. 

When cxntacting an eqployer 
about a specific student, CAPC 
makes these suggestions: 

Before contacting an employer 
about placing a student in 
his/her business, be sure that 
you know what your goals are. 
For example, you need to know 
hew many hours you want the 
student to be there. How many 
days? What type of service are 
you asking for (training , 
s ituat i onal assessment , 
employment)? When will he/she 
start and stop? Do you want the 
student to have group training, 
individual training, crew? It 



is also essential to know all 
pertinent information about the 
student you will be placing. It 
is important to be realistic and 
honest with the employer 
regard ing the student ' s 
strengths , abilities, and 
limitations (adthough strengths 
and abilities should be stressed 
and limitations down-played) • 
It is also important to describe 
students in lay terms whenever 
possible and be sure to explain 
all other terms. 

linking Clients To Employers 
After Developing site 

After the employer has been 
contacted about a particular 
student and has expressed an 
interest, set up an appointment 
for the employer and student to 
have an interview. Higher 
functioning students generally 
go to the interview alone. In 
this case, the Job Development 
and Placement Specialist will 
need to see the employer before 
or after the interview to go 
over paperwork (insurance forms, 
evaluation forms, etc.) and to 
establish a start date. With 
lower functioning students, the 
Specialist may need to aocenpany 
them to the interview. In these 
situations, employers tend to 
direct questions to the 
Specialist rather than the 
student. The Specialist should 
try to get the employer to talk 
to the student. After the 
interview, the Specialist can go 
over the paperwrk with the 
employer and arrange a start 
date. He/She should try not to 
take up too much • of the 
employer's time. 

ttiat Motiva tes Employers To Help 

In order to motivate employers 
to provide sites for CAPC, 
Specialists try to get them to 



see the situation as being 
mutually beneficial. That is, 
the employers provide services 
that benefit the students, and 
the students and CMC staff 
provide services that benefit 
the employer. 

In any contact with employers, 
it is essential to conduct 
oneself in a professional, 
business-like manner and to keep 
in mind that the employer is in 
business to" make a quality 
product or provide a quality 
service. Your selling point 
should emphasize what the 
prospective trainee/employee can 
do for the employer, not what 
the employer can do for you or 
the student. 

The following are benefits which 
Specialists point out to 
employers. 

I* Employers can save money 
by hiring an applicant through 
subsidized "on-the-job 
training'' or utilizing the 
Targeted Jobs Tax Credit (see 
brochure in Appendix) . 

2x Hiring disabled students 
will provide mutual benefits 
to the business and student. 

It Businesses can achieve 
quotas for affirmative 
action/ federal contract 
compliance. 

At Hiring or training 
disabled students provides a 
positive public and community 
relations opp or t u nity. 

JL. Hiring or training 
disabled students provides 
- positive emotions by giving 
those involved a sense of 
helping others. 

Sx Support and assistance are 
available from CMC staff. 



Ix The district provides 
Workers' Compensation 
Insurance for students in job 
training (see sample of 
contract and On-the-Job 
Training Agreement in 
Appendix) . 

FPll W-qp 

Once students are placed in jcb 
training or employment sites, 
the Job Development and 
Placement. Specialists follow-up 
on their progress at regular 
intervals. For students who are 
employed, the Specialise will 
minimally visit the work site 
and meet with the student's 
supervisor at two weeks, .two 
months, and six months after the 
hiring date (see Placement 
FoUow-Cp/Post Employment Form 
in Appendix) . At this time, the 
Specialise will discuss any 
problems nv concerns with the 
supervisor. if problems do 
exist, the Specialist will 
follow-up with the student or 
refer the student to the 
Vocational Counselor. For 
students who are in job 
training, there is a follow-up 
every two weeks. The Specialist 
will pick up the student's work 
evaluation (see form in 
Appendix) and talk with the 
supervisor. If the student is 
getting a stipend, this 
evaluation will determine 
his/her pay rate for that time 
period. Again, if a problem 
exists this will be foHowed-up 
by either the Job Development 
and Placement Specialist or the 
Vocational Counselor. 

Maintaining Relationships With 
BBflSMBEB 

A lot of effort goes into 
developing sites within the 
comnunity, and these sites are 
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essential to the present and 
future success of CAPC. 
Therefore, it is most important 
to maintain a good relationship 
with these valued employers. 
CAPC has found the following 
helpful in maintaining positive 
relations between the Center and 
the business ccsnunity: 

Is. Develop a trust with 
employers. They should feel 
certain that the information 
you provide is accurate, that 
you will follow-through, that 
you are business-like, and 
professional. 

it Oomnunicate regularly with 
employers by phone or in 
person, if only for a minute 
to ask how things are going. 

lx Send out a newsletter to 
employers (see sample in 
Appendix). 

<L At the end of the year, 
have a luncheon for employers; 
obtain media coverage, if 
possible. 

5. Award plagues and 
certificates of appreciation; 
obtain media coverage, if 
possible. 

fix WOrk with ooaraunity 
service groups and public 
officials such as mayors, 
councils , Chambers of 
Commerce, Rotary, Kiwanis, 
Liens, Sorcptcmists, etc. 

jU Nominate employers to the 
Governor' s Coranittee for 
Employment of the Handicapped 
for the "Employer of the Year 
Award" (see information in the 
Appendix). 

Sx If one student does not 
work cut as a trainee or 
employee, don't give up on 
that employer; work to save 



the site. 

2jl Don't be afraid to return 
to an enployer who initially 
re j ected the program . 
Personnel change, so do 
interests, attitudes, etc. 

fltt? Club 

The Job dub is a service which 
is designed to provide job* 
seeking skills and employment 
opportunities to students who do 
not have a specific vocational 
plan but need to get a job. For 
example, a student say be 
interested in a job in 
warehousing but has no training 
in warehousing. Since he/she 
needs an immediate income, 
he/she will take a fast-food job 
instead. This p rogr a m provides 
these students with job leads 
and job-seeking skills necessary 
to gain employment. The p ro gram 
is based on group effort with 
students sharing contacts and 
also providing peer pressure and 
support to gain skills and 
employment. The curriculum 
developed to provide job-seeking 
skills includes lessons on: 

a. Motivation 

b. Writing a resume 

c. Developing job leads 

d. Making telephone 
contacts 

e. Filling out applications 

f. Interviewing 

g. Adjusting to work- 
keeping your job 

R e sou r ces 

Don't Overlook Existing 

Resources 

Be sure to utilize resources 



available through existing 
staff. For exanple, work 
experience coordinators, career 
center coordinators, or 
classroom teachers at high 
schools nay already be doing job 
development and placement. 

Tine is another important 
resource to consider. Staff 
mem b er s need to be provided 
adequate time to be able to 
develop sites, conduct follow- 
up, and develop employer 
support, and conduct public 
relations. 

Personnel 

The Job Development and 
Placement Specialist, does rut 
necessarily have to be a 
credentlaled person. He/she 
does need to be someone with 
good communication skills who 
can understand and link the 
needs of handicapped students to 
the needs of employers. The 
person who has this job does 
need to be very oommitted in the 
work and really believe in what 
they are doing, otherwise they 
can'*- sell it to the connunity. 
It is benaf icial to have someone 
who has experience in 
business/industry outside of 
education. 

Hrat CXPC Has Done That H as 

TiTnmi Inn iT 

There are specific things which 
CAPC feels have worked 
particularly well for them, and 
contributed greatly to the 
success of the" students in the 
program, They include: 

lx provided training in the 
oconunity 

2m taught jot-seeking and 
job-keeping skills 
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It provided competitive 
eaployment qpportmities for 
students 

4. taught students 
necessary skills to achieve 
success in the ccramnity and 
allowing them to return to 
the Center for more training 
if it is discovered that 
they are not ready for 
employment 

5jl dr*/elcped a network of 
employers that work with 
CAPC 

§lx. provided follow-up 
support for students in 
training through job 
shadowing, work adjustment, 
and mobility training 

VrdbLem* qffC Bag ttWinteTT? 

One of the problems that CAPC 
has enco u ntered is pressure fran 
teachers and others to place 
students in the oonnunity before 
they are ready, A possible 
solution to this might be to 
canaunicate to referral sources 
the skills students need to be 
successful on the job (based on 
realistic information obtained 
fran employers) and to stress 
that job placement cannot be a 
dumping ground for misbehaving 
students. Also, Job Development 
and Placement Specialists might 
want to maintain the flexibility 
to not place students if they 
are not ready* Another area of 
concern is the need to make sure 
that the staff has the resources 
to be successful on the job. 
The personal resources needed by 
the Job Development $nd 
Placement Specialists are 
substantial in that he/she needs 
to be ocranitted to the job, 
enjoy working with people, be 
out-going , etc • Another 
i mp o r tant 
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resource that must be available, 
is time. Ihe staff person 
selected to fill this job mist 
have the time to develop sites. 
If a teacher is expected to do 
job development, he/she will 
need to be compensated for the 
time (note: district insurance 
will cover even if time is 
outside normal working hours) . 
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WHITTIER UNION HIGH SCHOOL DISTRICT 
Whittier, California 



POSITION DESCRIPTION 



Date Prepared: October 1, 1985 

Position Title; Job Development/Public Relations Specialist 

Department; Educational Services - Pupil Personnel Services 

Program; Career Assessment and Placement Center 



Function; 

Under the general direction of the Rehabilitation Services Administrator, provides 
job development and placement for job ready students and clients that are referred 
for the Career Assessment and Placement Center's services. Contacts employers 
in the private and public sector to develop situational assessment sites, community 
training stations, and employment for disabled individuals. 



Reporting R . .tionships : 

Reports To; Rehabilitation Services Administrator 
Supervises: No one 
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RESPONSIBILITIES 

1. To develop community situational 
assessment sites, per referral requests. 

2. To develop community training sites, 
j" per referral requests. 

r 
i 

i" 

i 



i 

i * 
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AUTHORITIES 



1.1 To request background information from 
; the referral source. 

1.2 To develop and implement referral forms 
and procedures. 

1.3 To recommend alternative options to the 
referral source/ 



2.1 To request background information from 
the referral source, parents, and school 
personnel. 

2.2 To develop and implement referral forms 
and procedures. 

2.3 To recommend alternative options to the 
referral source. » 

2.4 To request additional services to solidify 
the referral request. 

2.5 To conduct intake interview on referral 
clients. 

2c6 To accept or reject referrals based on 
admission criteria ' and recommend 
appropriate services for nonacceptable 
referrals. 

2.7 To terminate training site development 
efforts when it is determined by the 
training site supervisor and/or other 
appropriate parties that the client fails 
to demonstrate reasonable effort. 




STANDARDS OF PERFORMANCE 



1.11 95% or more of the situational 
assessment referrals will be docu- 
mented and returned to referral 
source with 4 days. 



2.11 The annual average length of time 
from referral date to completion is ' 
no more than 6 weeks. 

2.12 Documentation will be completed 
within 1 week of the date of the 
activity. 

2.13 70% or more of accepted referrals, 
will be placed in appropriate train- 
ing sites. 

2.14 A strategy will be complete. )n all 
clients accepted for work training. 
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RBSmSIBILITIBS 



3. To develop employment sites and 
execute job placement, per referral 
requests. 



AUTHORITIES 



3.1 To request background information and 
authorization from the referral source, 
parents,^ school personnel, previous 
employers, and community agencies. 

3.2 To develop* and implement referral form 
and procedures. 

3.3 To recommend alternative options to 
referral source. 

3.4 To accept or reject referrals based on 
admission criteria and recommend 
appropriate services for nonacceptable 
referrals. 

3.5 To request additional services to solidify 
. the client's employment preparation 

and/or employment. 

3.6 To terminate job placement process 
when it is determined by the Job 
Developemnt/Pl&cement Specialist that 
the client fails to demonstrate reason- 
able efforts. 

3.7 To participate in the employment 
preparation training. 

3.8 To conduct intake interview on referred 
clients. 
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STANDARDS OF PEWpRMANCB 



3.11 A Strategy Placement Plan will be 
completed on all clients accepted 
for Placement services at time of 
intake. 

3.12 The annual average length of time 
from referral date to completion is 
no more than 6 weeks. 

3.13 The Placement Data Forn; and bill- 
ing form, if appropriate, will be 
completed within 3 days cf the 
first day of employment in all 
cases. 

3.14 A minimum amount of follow-up 
will consist of at least one employ- 
er contact within 2 weeks of date 
of employment, another contact 
within 2 months, and another 
within 6 months. 

3.15 Documentation will be completed 
within 1 week of the date of the 
activity. 

3.16 60% or more of accepted referrals 
will be placed in an appropriate 
job. 

3.17 The Employment Preparation, Job 
Development, and Placement 
services receive a 90% or better 
positive response in the annual 
performance survey with school 
and referral agency personnel and 
consumers. 
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AUTHORITIES 

4*1 To meet with employer to discuss any 
problem areas and how we can supple- 
i ment training* 

4*2 To discuss with employer, if feasible, 
developing the training into a placement* 

, 4*3 To coordinate between client, counselor, 
! and employer regarding any changes or 
; problems to take care of at training site* 



5*1 To interface with school personnel, 
parents, students, various 1 public and 
private agencies and the community to 
communicate the objectives and services 
of the Career Assessment and Placement 
Center's services* 

5.2 To develop and maintain effective work* 
ing relationships with school personnel, 
State Department of Rehabilitation, and 
other public and private agencies* 

5*3 To write, edit, and distribute publica- 
tions pertaining to Career Assessment 
and Placement Center services* 

5*4 To solicit media coverage of Career 
Assessment • and Placement Center 
services* 



RESPONSIBILITIES 

4^ To do follow-up evaluations every 2 
weeks of clients in work training by 
visiting sites and talking with super- 
visor* 



5* To develop employer interests in hiring 
disabled individuals and to market the 
Center's services. 



6* To coordinate and update computer job 
bank and work training information* 
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6*1 To supply names, addresses, dates of 
training/placements for inclusion into 
job bank* 



6.2 To continually update job bank employ- 
ers and training/placement sites* 




STANDARDS OF PERFORMANCE 



11 Each employer will be contacted 
every 2 weeks to evaluate client* 

12 An "open door" policy for employer 
to be able to contact when neces- 
sary will be maintained. 



11 Sufficient effort is made to prom- 
ulgate the Employment Prepara- 
tion, Job Development and Place- 
ment services, as determined by 
the Rehabilitation Services Admin- 
istrator* 

12 The monthly Placement publication 
is distributed by the 10th of each 
scheduled month. 



11 An ' new information to the job 

bank and work training will be 

submitted on a weekly basis for 
input into computer* 
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INSIBILITIES 



7. To develop, maintain, and disseminate | 
labor market and employment informa- j 
tion. i 



8. To assist and provide information for 
employers pertaining to the training 
and employment of persons with disa- 
bilities. 



9. To assist other Placement staff in 
meeting the objectives of the Employ- 
1 ment Preparation, Job Development 
• and Placement services. 
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authIIities 

7.1 To request participation and attendance 
at workshops, conferences, etc., to keep 
current on labor market and employment 
information. 

7.2 To invite and schedule employer and 
training representatives to present cur- 
rent employment and training informa- 
tion. 

7.3 To recommend the purchase of labor 
market and employment materials. 



8.1 To request participation and attendance 
at workshops, conferences, etc., to keep 
current on labor market and employment 
information. 

8.2 To recommend the purchase of labor 
markafc and employment materials. 



9.1 To carry out activities, as requested by 
the Centers Rehabilitation Services 
Administrator. 



STANDARDS OP PE ^HIIIhlH I 

7.11 Requests for labor market and 
employment information are met 
within 1 week of the request. 

7.12 Requests for labor market and job 
task analyses will be completed 
and the results disseminated within 
2 weeks of the request. 



8.11 Requests from employers for assis- 
tance and information will be met 
within 1 week of the request. 



9.11 All activities related to the fulfill- 
ment of the objectives of the 
Employment Preparation, Job 
Development and Placement ser- 
vices will be done within the 
assigned and/or established time 
frames, as requested. 
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WHITTIER UNION HIGH SCHOOL DISTRICT 
Whittier, California 



POSITION DESCRIPTION 



Date Prepared : 
Position Title : 
Department : 
Program : 



October 1, 1985 

Job Development/Placement Specialist II 
Educational Services - Pupil Personnel Services 
Career Assessment and Placement Center 



Function: 

Under the general direction of the Rehabilitation Services Administrator, provides 
job development and placement for job ready students and clients that are referred 
'for the Career Assessment and Placement Center's services. Contacts employers 
in the private and public sector to develop situational assessment sites, community 
training stations, and employment for persons with disabilities. 



Reporting Relationships : 

Reports To: Rehabilitation Services Administrator 
Supervises: No one 
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RESPONSIBILITIES 



1. To develop community situational 
assessment sites, per referral requests. 



2. To develop community training sites, 
• per referral requests. 



ERLC 
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AUTHORITIES 



1.1 To request background information from 
the referral source. 

1.2 ' To develop and implement referral forms 

and procedures. 

1.3 To recommend alternative options to the 
9 referral source. 



2.1 To request background information from 
the referral source, parents, and school 
personnel. 

2.2 To develop and implement referral forms 
■ and procedures. 

2.3 To recommend alternative options to the 
referral source. 

2.4 To request additional services to solidify 
the referral request. 

2.5 To conduct intake interview on referral 
clients. 

2.6 To accept or reject referrals based on 
admission criteria and recommend 
appropriate services for nonacceptable 
referrals. 

2.7 To terminate training site development 
efforts when it is determined by. the 
training site supervisor and/or other 
appropriate parties that the client fails 
to demonstrate reasonable effort. 



STANDARDS OF PERFORMANCE 



1.11 95% or more of the situational 
assessment referrals will Lie docu- 
mented <and returned to referral 
source with 4 days. 



2.11 The annual average length of time 
from referral date to completion is 
no more than 6 weeks. 

2.12 Documentation will be completed 
within 1 week of the date of the 
activity. 

2.13 70% or more of accepted referrals 
will be placed in appropriate train- 
ing sites. 

2.14 A strategy will be completed on all 
clients accepted for work training. 
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ISIBILITIES 



; 3. To develop employment sites and 
execute job placement) per referral 
requests. 
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3.5 



3.6 



AUTH' 



IES 



3.1 To request background information and 
authorzation from the referral source, 
parents, school personnel, previous 
employers, and community agencies. . 

3.2 To develop and implement referral form 
and procedures. 

3.3 To recommend alternative options to 
referral source. 

3.4 To acjept or reject referrals based on 
admission criteria and recommend 
appropriate services for nonacceptable 
referrals. 

To request additional services to solidify 
the client's employment preparation 
and/or employment. 

To terminate job placement process 
when it is determined by the Job 
Developemnt/Piacement Specialist that 
the client fails to demonstrate reason- 
able efforts. 

3.7 To participate in the employment 
preparation training. 

3.8 To conduct intake interview on referred 
clients. 



STANDARDS OF PERFMANCE 



3.11 A Strategy Placement Plan will be 
completed on ail clients accepted 
for Placement services at time of 
intake. 

3.12 The annual average .length of time 
from referral date to completion is 
no more than 6 weeks. 

3.13 The Placement Data Form and bill- 
ing form, if appropriate, will be 
completed within 3 days of the 
first day of employment in all 
cases. 

3.14 A minimum amount of foilow-up 
will consist of at least one employ- 
er contact within 2 weeks of date 
of employment, another contact 
within 2 months, and another 
v;ithin 6 months. 

3.15 Documentation will be completed 
within 1 week of the date of the 
activity. 

3.16 60% or more of accepted referrals 
will be placed in an appropriate 
job. 

3.17 The Employment Preparation, Job 
Development, and Placement 
services receive a 90% or better 
positive response in the annual 
performance survey with school 5 
and referral agency personnel and 
consumers. 
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RESPONSIBILITIES 



To market the Employment, Prepara- 
tion, Job Development, and Placement 
services. 



5. 



To develop, maintain, and disseminate 
labor market and employment informa- 
tion. 



jERLC 



342 



4.1 



4.2 



4.3 



4.4 



5.1 



5.2 



5.3 



AUTHORITIES 



To interface with school personnel, 
parents, students, various public and 
private agencies and the community to 
communicate the objectives and services 
of the Employment Preparation, Job 
Development, and Placement services. 

To develop and maintain effective work- 
ing relationships with school personnel, 
State Department of Rehabilitation, and 
other public and private agencies. 

To write, edit, and distribute publica- 
tions pertaining to Employment Prepara- 
tion, Job Development and Placement 
services. 

To solicit media coverage of Employ- 
ment Preparation, Job Development and 
Placement services. 



To request participation and attendance 
at workshops, conferences, etc., to keep 
current on labor market and employment 
information. 

To invite and schedule employer and 
training representatives to present 
current employment and training 
information. 

To recommend the purchase of labor 
market and employment materials. 



STANDARDS OF PERFORMANCE 



4.11 Sufficient effort is made to promul- 
gate the Employment Preparation, 
Job Development^ and Placement 
services, as determined by the 
Rehabilitation Services Adminis- 
trator. 



5.11 Requests for labor market and 
employment information are met 
within 1 week of the request. 

5.12 Requests for labor market and job 
task analyses will be completed and 
the results disseminated within 2 
weeks of the request. 
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ONSIBILITIES 



6. To assist and provide information for 
employers pertaining to the training 
and employment of persons with dis- 
abilities. 



7. To coordinate and conduct the job club 
process. 



8. To assist other Placement staff in 
'meeting the objectives of the Employ- 
ment Preparation, Job Development 
and Placement services. 
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AUCTTOITIES 



6.1 To request participation and attendance 
at workshops, conferences, etc., to keep 
current on labor market and employment 
information. 

6.2 To recommend the purchase of labor 
market and employment materials. 



7.1 To develop and implement referral forms 
and procedures. 

7.2 To request background information from 
referral source, parents, school per- 
sonnel, previous employers and com- 
munity agencies. 

7.3 To develop, implement, and update 
effective job search program. 

7.4 To accept or reject referrals based on 
admission criteria • and recommend 
alternative services. 



8.1 To carry out activities, as requested by 
the Center's Rehabilitation Services 
Administrator. 1 



STANDARDS OF PE, 




'RMANCE 



6.11 Requests from employers for 
assistance and information will be 
met within 1 week of the request. 



7.11 Referrals will be addressed and 
started in the program at 3 week 
intervals. 

7.12 Documentation will be complete 
within 1 week of the end of each 
program. 



8.11 All activities related to the fulfill- 
ment of the objectives of t\ t 
Employment Preparation, Job 
Development and Placement ser- 
vices will be done within the 
assigned and/or established time- 
frames, as requested. 
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RESPONSIBILITIES 



AUTHORITIES 



9. .To coordinate the worker evaluation 
process. 



! 10. To coordinate and prepare payroll for 
! all stipend trainees* 



11. To coordinate and update computer job 
bank and work training information. 



'9.1 To keep up-to-date lists of all students 
on community training sites. 

9.2 To pick up bi-weekly worker evaluations 
from employers. 

9.3 To make alternative recommendations 
providing student support* 

9.4 To provide employer incentive informa- 
tion. 

9.5 To request assistance in the pick up of 
bi-weekly worker evaluations. 



10.1 To calculate payroll for Work Ability, 
Transition, and Department of Rehabili- 
tation. 4 

10.2 To take Rehabilitation payroll to 
Whittier office. 

10.3 To give copy. to clerical staff for input 
into computer. 



11.1 To supply names, addresses, dates of 
training/placements for inclusion into 
job bank. 

11.2 To continually update job bank employ- 
ers and training/placement sites. 

11.3 To continually update work training 
information. 
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STANDARDS OF PERFORMANCE 



9.11 Worker evaluations will be picked 
up on a bi-weekly basis. 



10.11 Payroll will be into Adult Educa- 
tion no later than Tuesday a.m. 

10.12 AH statistical data requested by 
the Rehabilitation Services Admin- 
istrator for the Work Ability and 
Transition Projects will be sub- 
mitted per request. 



11.11 Any new information to the job 
bank and work training will be sub- 
mitted on a weekly basis for input 
into computer. 
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WHIT71ER UNION HIGH SCHOOL DISTRICT 
Whittier, California 



CAREER ASSESSMENT AND PLACEMENT CENTER 

PLACEMENT 
Admission Criteria 

Completed referral form with support documentation; 

Request is commensurate with career goal objectives; 

Client/student has adequate vocational preparation commensurate 
with request; 

Indication of motivation to participate in requested services; 
Available and reliable transportation; 

Social skills/behavior deemed appropriate for requested services. 
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Intake Scheduled: 



CAREER ASSESSMENT AND PLACEMENT CENTER 
JOB PLACEMENT REFERRAL FORM 



Referral Date: 
Client Name:_ 
Address: 



City/Zip Code: 



Telephone Number:. ( )_ 

Birth Date: 



Month 



*ase Manager: 



DR Counselor: 



Present Grade Level: 



School Last Attended: 



Day 



Year 



lAp) 



Drivers License Number: 
Social Security No: 



Mode of reliable transportation: 

Any financial assistance received (SSI, Disability, etc.): 

Can the client, after employment, submit proof of citizenship? Yes 

Vocational Objective: 



No 



Employment Request: (Be specific as to area): 



Day3 client is available for employment: 

Specific hours available: 

Primary Disability: RSP 



Weekends 
Evenings 



□ 
□ 



SED 



SDC LH 
SDC SH 



Communicative 



OH 
VH 



Other 



ADULT LH 
ADULT SH 



Functional Limitations: 

Vocational Evaluation: 

Has client completed a Vocational Evaluation? Yes 
Was Job Placement an immediate recommendation? Yes 
If Work Adjustment was recommended, has this service been provided? Yes 



No 
No 
No 



Vocational Training Completed: School: 
Course Title? 



Location: 



Name of Instructor: 



Length of Training (total hours): 
Type of Certificate: 



(Certificate or letter of recommendation must be 
attached) 



Employment History: (Previous Employment Record) 



Employer: 

Position: 

Type of Tasks Performed: 
Reason for Leaving: 



Location: 

Length of Employment: 



Yr. 



Mo. 



(Please attach particulars on additional educational, vocational, employment, and military 
experience on additional sheet.) 



Yellow r Placement 
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CAREER ASSESSMENT AND PLACEMENT CENTER 



CENTRAL FILE UPDATE 
PLACEMENT COMPONENT OFFICE 



TODAY'S CLIENT 
DATE: NAME: 



! ! ! ! ! !!! ! !! !! ! »» !> !! ! !» 

1HHHHHHHHHHHHHHHHHHHHHHHH 



The above named client was referred to the Placement Office for 



and has been transferred to 



per ; , Vocational Counselor. 



Additional Information Noted: 



Placement Specialist Signature 

D 
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CAREER ASSESSMENT AND PLACEMENT CENTER 

>401 SOUTH PAINTER AVKNUZ • WHtTTICR* CA 9060S • PHONC (213) S*6*at2t 



OAN HULtCRT 

H«HA«IUTATION SCftVlCCl AOMIN IITHATOW 



Date 



Address 



Oear 



Your name has been referred to the Career Assessment and Placement Center 
by , for Job Preparatlon/Oevelopment and Placement 

services. 

In order to determine and provide such services, you are requested to 
contact the Career Assessment and Placement Center to make an Interview 
appointment with this office within tht next five working days* 

If you have any questions, , please feel free to contact 

me at the time you call for your appointment. 

Thank you. 

Sincerely, 



Job Placement Specialist 
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"WORK READY" INDICATORS 
JOB PLACEMENT PLAN 

Date: Applicant's Name: 

Occupational Field: Career Goal Ob'*,: 

Evaluation Date: : Medical Reports On File: 

Transportation Availability: Car Bus Bike Motorcycle 

Driver's License Number: Needs Mobility Training: 

Bus Pass: Interview Techniques: Resume: 

Grooming Skills: Social Skills: Application Skills: 

Parent Support Letter: 

Strategies to be incorporated during check off period for measurement: __. 



Previous training: 

Certificates on file (if vocational training complete): 

Work experience: 

Letters of recommendation on file: 

Refer to Work Adjustmer.t: Explanation: \ 

Requested work/hours/days/commensurate with client's daily school schedule: 



Job modifications necessary: 



If placement has not been made by an appointment will be scheduled 

on , 

I understand my responsibilities as a client of the placement office and have received 
a copy of these responsibilities. 

Client Signature Date Placement 

. Specialist: 
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CAREER ASSESSMENT AND PLACEMENT CENTER 



•ot. 



JTH PAINTS* AVCNUK 



CLIENT: 



WHITTIIR, CA •o«o« 



oam HUkaurr 

ftCHAaiLHATIOM ttHVICM AOMIMlaTHATOW 



phonc (2t3) •••••tat 



JOB PLACEMENT DATA 



EMPLOYER: 



HOURS: _ 
BENEFITS; 



TELEPHONE NUMBER :_ 
START DATE: • 



RATE: 



POSITION: 



SUPERVISOR: 



GENERAL INFORMATION: 



Completed By: 



ERIC 



Date: 



LEGEND 

White ^"Central File ocro 
Yellow - Placement 0O0 
Pink Referral Source 

9 
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9401 South Painter Ave. • Whittler, California 90605 • (213)698-8121 
Dan Huibert, Rehabilitation Services Administrator 



Dear Employer: 

In order to obtain the Targeted Jobs Tax Credit (TJTC) it is imperative that you 
send the attached letter to the Employment Development Department pror to the 
date of hire. 

The applicant musf. "tfso make an appointment with Ed Ramirez (TJTC repre- 
sentative) prior to tie date of employment. 

If you need additional information regarding the TJTC certification process, please 
contact Ed Ramirez at (213) 945-1011, extension 240. 

Sincerely, 



Job Development/Placement Specialist 
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WWttltr Area Cooperative Special Education Program and Whittler Union High School Olatrict 
Accredited by tht National Commlaalon on Accreditation of Rehabilitation Facilities 



& PIACEMENTCENIER. 



9401 South Painter Ave. • Whittier, California 90605 • (213) 698-8121 
Dan Hulbert, Rehabilitation Services Administrator 




Employees Name 



Address 



City State Zip 



Date 



• 



Employment Development Department 
7240 South Greenleaf Avenue 
Whittier, CA 90602 

Attn: Mr. Ed Ramirez 

Dear Mr. Ramirez: 

In accordance with the requirements of the Economics Recovery Tax Act of 1981 
and the Internal Revenue Code Section 51 (d) (15) (A) (ii), this letter is a written 
request for certification under the Targeted Jobs Tax Credit Program. 



Applicants Name Social Security No. 

will start work on . 

Date 

I understand that this request for tax credit vouchers must be postmarked or hand 
delivered to you on or before the date the employee begins work. 

Sincerely, 



Signature 




Title 

3.55 
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CAREER A£$£SSV£MT 
& PLACBV\ENTCEMIER. 



9401 South Painter Ave. • Whittier, California 90605 • (213) 698-8121 
Dan Hulbert, Rehabilitation Services Administrator 




Date 



To Whom it May Concern: 

_ : w a participant in the 

Whittier Union High School Districts Career Assessment and Placement Center, 
The Center provides vocational services to persons with disabilities. This person's 
special needs constitute a substantial barrier to employment. 

More detailed information may be requested from Dan Hulbert, Rehabilitation 
Services Administrator, 698-8121, extension 307. 

Sincerely, 



Job Development/Placement Specialist 
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Programs at a Glance 



Qualifying 
Employees 


TJTC Feder&lj 


CJTC (Stotel 

Same 

Nonbusiness empkiyuis ;u> well as 
employers in trade or business. 


Individuals from one of the target groups 
for whom the employer has submitted 
a timely request. - 


. .Eligible 
Employers 


-Employers in trade or business. 


The Credit 


For each eligible employee, credit is 50% 
of the qualified first-year wages up to 
$6,000 and 25% of the qualified 
second-year wages up to $6,000. 

Unused portion of the credit can be carried 
bc-ck three years and forward fifteen years. 

The credit can equal 90% of the employ- 
er's total tax liability. 

*NOTE: For the employers of QUALIFIED 
SUMMER YOUTH, the credit amounts to 
85% of the first $3,000 in wages paid for 
any 90 day period which occurs on or 
after May 1. but before September 16 in 
either 1983 or 1984. 


Fo; each elijjiiilu employee llm i:ics«ltl is 
10% of up to $3,000 in the fiist ami 
second yeais of employment. The total 
credit cannot exceed $600 fc? the 
24-month period beginning on the dale 
the individual begins woik. 

There are no carry-back or carry-over 
provisions. 

The credit can equal 100% of the em- 
ployer's State tax liability. 


Limitations 


Tax credit cannot be applied to any period 
the employer received federal reimburse- 
ment for wages paid to an eligible 

pmntni/po 
oi ii|jiuyc0« 

Business expense deduction for wages is 
reduced by the amount of the tax credit. 

*The Qualified Summer Youth tax credit is 
a one-time credit and cannot be claimed 
for youth hired by the employer prior to 
the 90-day period. 


Employers should contact Franchise Tax 
Board to determine current rules applying 
to on-the-job training wages. 

The credit is applied against the net tax, 
and is in addition to any business 
deduction. 



FOR FURTHER INFORMATION: 

J Contact a local Job Service 

of the California 
Emnloymem Development Department 



WJB I Rev, 3 (10 82) 
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-THE JOBS TAX CREDIT PROGRAM 



JOBS TAX CREPITS 

Employers who hire eligible job seekers under these programs may receive up 
to $4,600* in federal tex credits and up to $600 ki State fax credits per 
eligible employee. 

The federal program 2s: 

• Targeted Jobs fax Credit (TJTC) 
The State program is; 

• California Jobs Tex Credit (CJTC) 



•NOTE: Tlie federal tax credit may be greater for employers retaining 
Qualified Summer Youth on their work force. 



ELIGIBLE GROUPS 

Economically disadvantaged individusls who are Vietnam-era Veterans, 
youth aged 18*24, ex-felons end students 16 through 19 participating in 
an approved cooperative educational program (TJTC). 

Current or former dents of a state <* Veterans Administration Rehabtfte 
tkwi Program {TJTC). 

Recipients of Supplemental Security Income end/or Stete Supplementary 
Program (TJTC, CJTC). 

Recipients of General Assistance or Aid to Families with Dependent 
CMkfren (TJTC, CJTC). 

Individuals raftered in the Work Incentive Program (TJTC, CJTC). 

Former CETA PSE employees involuntarily terminated from thek CETA- 
funded positions and hired prior to December 31. 1982 (TJTC). 

Qualified Summer Youth are economtealy disadvantaged, agea 16 and 1 7, 
hired on or efter May 1, but before September 16 In either 1983 or 1384 
(TJTC). 



APPLICANT obtains "voucher" from a 
designated agency. Shows "voucher" 
to prospective employers. 



Here 's How Simple It Is! 




- OR 



EMPLOYER submits a timely written 
request** for certification of prospec- 
tive employeo(s). 



EMPLOYER can request referral of 
qualified applicants who are tax credit 
eligible from the EOD Job Service. 




^00 




** TIMELY REQUEST: 
Eutployors' written request for cer- 
tification OR rotumeri vouchor must be 
lecolved liy ROD OR nostmmbed no. 
later than the individual's first day on 
the job. 



ERIC 
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EMPLOYER retains certification to 
substantiate claim for TAX CREDIT(S) 
when filing income tax returns. 
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WHITTIER UNION HIGH SCHOOL DISTRICT 
Career Assessment and Placement Center 

PLACEMENT FOLLOW -UP/POST EMPLOYMENT 

CLIENT: ; DATE: 

Check Up 2 Week 2 month 6 month Other 

Specify reason for other: 



Per supervisor, is the client meeting job performance standards? Yes J] No 

If No, state reasons: 

Contact person's name and title: . 

Client has been advised of supervisor's .follow-up comments by: 

Supervisor ' Placement Specialist Other: 

Clients comments: . 

% Treatment strategies to be implemented, if necessary (please by specific): 



Additional comments/observations: 



Completed By: 
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The Employment Preparation, Job Development, and Placement 
Services sheet (on the following page) is generally forwarded 
to agencies and/or self referrals not familiar with the Career 
Assessment and Placement Center. 

PRICE SUBJECT TO CHANGE 
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& PLACEMENT CENTER. 



9401 South Pa-nter Ave. • Whittier, California 90605 • (213) 698-8121 
Dan Hulbert, Rehabilitation Services Administrator 



EMPLOYMENT PREPARATION, JOB DEVELOPMENT AND PLACEMENT 

The Career Assessment and Placement Center has been providing Employment 
Preparation, Job Development and Placement Services since 1979. These services 
are available to assist individuals with disabilities to enter or return to the labor 
force. 



LO CATION: 

Sierra Education Center 
9401 South Painter Avenue 
Whittier, CA 90606 



DESCRIPTION: 

All individuals referred for Employment Preparation, Job Development and Place- 
ment Services are provided with job seeking skills training, job development and 
placement assistance. The methods of job seeking skills instruction used include, 
but are not limited to: lecture, group discussion, tours, use of audio-visuals 
(filmstrip, cassettes, videotape), workbooks, role-playing, etc. The individual 
learns the various sources of employment, and how to "sell" oneself to an .employer 
through the job application, personal resume, and job interview. The expected 
outcome of the serivce for each individual is to learn the skills necessary to find 
and pursue job openings in relationship to the individual's career goals, skills, 
abilities, and needs, culminating in the obtainment of a competitive employment 
position. The Career Assessment and Placement Center's Job Placement Special- 
ists provide placement assistance in order to match the individual's career goals, 
skills, . crests, and needs with an appropriate job. When an individual is placed on 
a job, the placement report, which includes place of employment, job title, rate of 
pay and fringe benefits, date employment commences, follow-up to be conducted 
and name of the individual's immediate supervisor, i3 completed and sent to the 
referral source. 



INTAKE PROCESS: 

Upon receipt of the referral form, the client is contacted and scheduled for an 
interview with a Job Placement Specialist. During the interview the client's job 
readiness is verified and a Strategy Placement Plan is developed. The referral 
source is then notified by telephone of acceptance of the client for Employment 
Preparation, Job Development and Placement services and the plan. A starting 
date for job seeking skills training is established. 
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FEES : 

The following fee schedule applies for assisting an individual who is disabled to 
enter or return to the labor force: 

A. $500.00 for job seeking skills training and the obtainment of competitive 
employment; 

B. $400.00 fcr job seeking skills training and an offer of employment in a job 
commensurate with the client's career goals, but the client does not accept 
employment; and 

C. $250.00 for job seeking skills training (job placement activities are 
teminated by the client, referral source, or Career Assessment and 
Placement Center prior to an offer of employment). 



CONTACT: 

For further information, please contact: 

Ann DeMeyer or Luenn Janisse 
Job Development/Placement Specialists 
Career Assessment and Placement Center 
(213) 698-8121 



384 



Private 
5/85 



REQUEST FOR SITUATIONAL SET UP 

STUDENT'S NAME: 

DISABILITY: 



REQUEST 
FROM: 



DATE: 
AGE: 



LIMITATIONS (IF ANY): 



TRANSPORTATION TO BE PROVIDED: 
SITUATION REQUESTED: 



(Please give specific task or setting) 



LENGTH OF TIME 



TATIVE SET UP WITH: COMPANY OR ORGANIZATION'S NAME: 

ADC-RES S : CITY: 



CONTACT NAME: 



COMMENTS: 



INFORMATION REFERRED TO EVALUATOR/DATE: 
SET UP BY: 



EVALUATION SITUATIONAL .REFERENCE CARD 
CAPC 1.8 (7/80) 



PHONE: 



Legend: 

White - Central 
Yellow - Placement 
Pink - Evaluation 
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" " CfA'REW ASSESSMENT AND PLACEMENT CENTER 

$401 «OUTH PAINTER AVENUE • WHITT1ER. CA 90S08 • PHONE <S13> 698 



DAN HULBEKT 
RKHABtUTATION tKRVICKS ADMlNttTft ATO* 



To Whom It May Concern: 

The Career Assessment and Placement Center is requesting exploration sites for 
work experience within your facility. 

These work training settings, as we call them, are using an actual work situation 
created to give the student a "hands-on 11 experience to allow him/her to make more 
informed vocational decisions. 

Your facility would make our ideas complete. The time involved would depend 
upon the length needed to give the person a realistic picture of the job's duties. 
These are temporary work sites and there would be no obligation to hire, although 
this gives you an opportunity to screen this person a possible employee. 

These persons are always covered under Workers' Compensation through the 
Whittier Union High School District. 

We appreciate any help you would extend to our program's success in helping these 
persons make realistic career choices. 



Sincerely, 




Dan Hulbert 

Rehabilitation Services Administrator 
DH:ac 
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CAREER ASSESSMENT AMD PLACEMENT CENTER 



1 401 SOUTH PAINTER AVCNUC 



WHIYVtCK, CA 906OS 



OAN MUL»CHT 

?«5a services aoministhatok 



phohe (2t3) «ta.«ut 



August 6, 198?! 



Name 

Company 

Address 



Dear 



CLIENT'S NAME 



In order to better se^ve the above named client 1n our Employment Preparation, 
Job Development and Placement services, the following background Information 
is necessary: 

General medical exam 

Psychological assessment reports, if available 

Medical specialist reports, if available 

" Social .history 

School and/or vocational training records 



Mease forward the requested information to my attention at the above listed 
address as soon as possible. 

Thank you for your cooperation in assisting us to provide the maximum services 
for our mutual client. 

Sincerely, 



Placement Specialist 
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WHITTIER UNION HIGH SCHOOL DISTRICT 
Whittier, California 



TO: 

FROM: Business Assistant 

SUBJECT: Workers 1 Compensation Insurance Coverage 



Whittier Union High School District is self-insured for 
workers 1 compensation insurance liability. 

Students in wor!: experience jr occupational training 
programs are covered by the school district under the 
provisions of Labor Code Section 3368 and Education 
Code Section 51769* 

Labor Code Section 3368 establishes a statutory 
Workers 9 Compensation liability for work experience 
program participants; when the trainer does not pay 
the trainee a cash wage, the Workers 9 Compensation 
liability shall rest with the school district. 

Education Code Section 51769 - Notwithstanding any 
provisions of this code or the Labor Code to the 
contrary j the School District or County Superinten- 
dent of Schools imder whose supervision wozk-ezperience 
education, or occupational training classes held in 
the cotmtunity, as defined by regulations adopted by 
the State Board of Education, are provided shall he 
consi-dered the employer under Division 4 (corrmenczng 
with Section 3200) of thz Labor Code of persons ^ 
receiving such training unless such persons during 
such trowing are being paid a cash wage or salary 
by a private employer* or unless the person or 
f%rm tender whom suck persons are receiving work 
experience of occupational training elects to 
provide workers condensation insurance. 



Monica P. Dean 



MP0;^r 
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Dear Supervisors 

The following are guidelines for your use in completing the evaluation form. As you 
consider the 10 assessment categories, please rate your trainee as compared to an entry- 
level employee. 



100% reflects that the trainee has been punctual every day . 
For each day the trainee is late the rating goes down by 10%. 
Therefore, a student that is late three times during the 
evaluation period would be marked in the 70% column. 

Following the same guidelines as above, a trainee missing three 
days of work would rate 70%. The way in which the trainee 
handled his/her absence can be noted in the comment section 
(i.e., did he/she notify you in advance). 



These areas reflect the student's work behaviors, not their skill 
level. 

100%-90%: The trainee displays the appropriate work behav- 
iors/attitudes consistently. 

80%-70%: The trainee occasionally displays inappropriate work 
behaviors/attitudes. 

60%-below: The trainee displays inappropriate work behav- 
iors/attitudes consistently. This rating would prompt CAPC 
support service^. 



These areas deal with the trainee's sLiil level and productivity 
Speed and Productivity; on assigned tasks. As with all employees, we anticipate 

improvement in these areas as the training progresses. 

100%-90%: The trainee is producing the same quantity and 
quality of work as other employees. 

80%-below: Following the same guidelines as above, a trainee 
with an 80% rating is producirg approximately 80% of the work 
of a competitive employee, likewise, a trainee rating 50% is 
producing approximately 50% of the work of a competitive 
employee. 



We encourage you to write comments, either positive or negative, on the form. We also 
urge you to review and sign the completed form with your trainee prior to the scheduled 
pick-up time. 

Thank you. 

Career Assessment and Placem_..t Center 



Punctuality ; 



Attendance; 



Attitude: 

Following Instructions: 
Appearance; 
Retains Instructions: 
Works independently: 
Initiative: 



Quality of 7/ork: 
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Train e f s 
Name: 



WHITTIER UNION HIGH SCHOOL DISTRICT 
Career Assessment and Placement Center 



Worker Evaluation 



Work Site: 
Address: _ 
City: 



Position: 



Site 

Supervisor: 



Pay Period 
Begins: 



LEGEND 
White - Rehabilitation 
Green - Central File 
Canary - Trainee 
Pink - Teacher 
Goldenrod - Supervisor 



Ends: 



Phone No. 



i 

Evaluations should be made on a realistic basis. Stipend pay rates are calculated based i>n 
percentages earned in each assessment category. ' T 



ASSESSMENT CATEGORIES 



PUNCTUALtTY-regularly on time 
ATTENDANCE-dependable; notifies in 
advance if absent 



ATTITUDE-positive toward work, co- 
workers, supervisors 



FOLLOWS INSTRUCTIONS-oral and 
written 



APPEARANCE-appropriately dresse d 



RETAINS INSTRUCTfONS-remembers tasks 
from day to day 



WORKS INDEPENDENTLY "does not need 
continuing supervision; does not waste time 



IMTIATIVE-self starter; works ahead with 
out further direction 



QUALITY OF WORK-accura'c and well 
done 



SPEED AND PRODUCTIVITY-is equivalent to 
a full—' '.me employee • 

Please comment on Trainee's progress: 



100% 



90% 



80% 



70% 



60% 



50% 



40% 



30% 



20% 



10% 



? Supervisor's Signature: 
to 

Trainee's Signature: 



Date 



Hours 



In 



Out 



Total 



Total Hours 
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Please have worker evaluations completed and si^cl for payroll processing by: 
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Date 




WHITTIER UNION HIGH SCHOOL DISTRICT 

whither, california 
career assessment and placement center 



COMMUNITY TRAINING 
Referral Criteria 



Referrals for Community Work Training will be submitted by the Case Manager. 



Referrals will be reviewed and deemed appropriate by the Job Placement Specialist 
when the client has participated in one or more of the following areas: 

- classroom training (ROP, Adult School, High School vocational classes) 

- on-campus training 

- Work Skills Program 

• Transition Program (LH, SH, SED) 

- vocational evaluation 



Social skills/behaviors are viewed as appropriate for requested services. 



Referral for Work Adjustment is the 'responsibility of the Case Manager. 



Bi-weekly fcllow-up is the cooperative responsibility of the Case Manager and 
the Job Placement Specialist 



CAREER ASSESSMENT AND PLACEMENT CENTER 
COMMUNITY WORK TRAINING REFERRAL FORM 



Date: 



m . Case Manager: 



Student/Client Name: 
Address? 



City/Zip Code: 



Telephone Number: 
Birth Date: . 



Month Day 
Social Security Number: 



High School Presently Attending: 
Teacher: 



Year 



Program: 



Age 



h this individual a client of Department of 
Rehabilitation or in process? Yes No 

Department of Rehabilitation Counselor: 



Regional Center Counselor: 



Present Grade 
Level: 



Telephone Number: 



Primary Disability: RSP 

SED 



SDCLH 
SDCSH 



OH 
VH 



Communicative 



Other: 



ADULT LH 
ADULT SH 



Other Disabilities: 



Vocational Area for Work Training: 



D^ys Student is Available for W ;rk Training: 



Specific Hours Available: 



Vocational Objective: 



Legend: White - Central File 
Yejlow - Placement 
Pink - Case Manager 

ERIC 
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• CAREER ASSESSMENT AND PLACEMENT CENTER 

J1 SOUTH PAINTEK A«*£NU£ • WHITT1M. CA 90803 » PmOnk (213) 698.8121 

OAN HUUICRT 

RCHAaiUTATION SCMVtCet AOMINirMATOft 



Date 



Dear Parent: 

Your son/daughter, has been referred into the 

Career Assessment and Placement Center, Placement Division/Work Training Division, 
bv Vocational Counselor. 

It has been determined that transportation to and from a work site will be attained 
, and the client is available for work . 

In an effort to verify your support of this process, please sign below and have 
your son/daughter return this letter to the Placement Office. 

If you have any questions, comments, or concerns, please call the Placement Office 
at 698-8121, extension 

Thank you. 

Sincerely, 

Placement Specialist 

I approve and support the above process for my son/daughter. 

" Sianature " 
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CAREER ASSESSMENT AND PLACEMENT CENTER 

COMMUNITY 
WORK TRAINING DATA 



CLIENT: 



START DATE: 



Training 
Sites 



HOURS: 



Address: 



Stipend 



City: 



Zip: 



Volunteer 



Telephone Number: 



Other 



Contact Person: 



Transportation Clearance: 



GENERAL INFORMATION: 



SetUpSyi Date: 



LEGEND 
White - Central File 

Yellow - Placement °7rr R 

Pink - Referral Source O/O j 0y rg^ 



ERIC 



CAREER ASSESSMENT 
& PLACEMENTCEMER. 




9401 South Painter Ave. « Whittier, California 90605 • (213) 698-8121 
Dan Hulberi, Rehabilitation Services Administrator 



ON-THE-XIB TRAINING AGREEMENT 
Amongst The 

WHITTIER UNION HIGH SCHOOL DISTRICT, COMMUNITY EMPLOYER, AND TRAINEE 

The Career Assessment and Placement Center provides vocational services for students to 
become prepared for competitive employment upon completion of their high school education. 
One means of vocational preparation is on-the-job training in an actual employment setting 
within a business or industry in tue community. 

There are some basic responsibilities that are expected of the employer, the Center, and the 
trainee in the development and implementation of such a training agreement, ar outlined 
below: 

EMPLOYER'S RESPONSIBILITIES 

* Provide a work site ard realistic work tasks for the trainee to perform; 

* Provide the tools, supplies, and equipment necessary for the trainee to perform the 
assigned work tasks, unless the job i$ one which rriuires the employee to supply their 
own tools; 

* Provide instruction on the assigned work tasks; 

* Provide general supervision of the trainee; 

* Complete bi-weekly training evaluation forms on the trainee's performance; 

* In the event of an injury, employer is responsible for contacting the Career Assessment 
and Placement Center immediately and completion of required forms. If the accident 
occurs after our work hours (i.e., evenings, weekends), the employer is responsible for 
transporting the trainee to designated medical facility. 



ERLC 



CAREER ASSESSMENT AND PLACEMENT CENTER'S RESPONSIBILITIES 

* Provide vocational training and preparation for the trainee; 

* Prescreen the trainee by assessing his/her work skills, interests, aptitudes, and behavior, 
and matching these with an appropriate training setting; 

* Provide ongoing counseling and follow-up with the trainee throughout the training period; 

* Provide additional support services as needed (could involve one-to-one skill or behav- 
ioral training at the training site); 

* Provide Workers 1 Compensation Insurance coverage for those trainees that are not being 
paid a wage by the employer. 376 

(Continued on Back) 
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Whlttler Are* Cooperative Special Education Program and Whittier Union High School District 
Accredited by the National Commlaalon on Accreditation of Rehabilitation Facilities 



TRAINEES RESPONSIBILITIES 



The Trainee is expected to demonstrate acceptable work attitudes and behaviors in the 
following areas. Trainees that do not will be provided support services by the Career 
Assessment and Placement Center in order to facilitate the appropriate behavior. 

* Attendance/punctuality 

* Appearance 

* Retains instruction 

* Work independently 

* Initiative 

* Speed and productivity 

* Quality of work 
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CAREER ASSESSMENT 
@ PLACEMEMTOSWIER* 



SJ3 



9401 South Painter Ave. • Whittier, California 90605 • (213) 698-8121 
Dan Hulbert, Rehabilitation Services Administrator 



; , is participating in a 

work experience or occupational training program that has been coordinated by the 
Whittier Union High School District's Career Assessment and Placement Center. In 
this capacity, I understand that the School District's Workers 1 ^Compensation 
Insurance Policy provides coverage in the event of injury at the training site. 

□ I authorize treatment of the above named individual by medical 
facilities approved by the District (Presbyterian Intercommunity ■ 
Hospital's Family Practice Center or Fulton Medical Clinic). 

or 

□ I prefer that the above named individual be treated by the following 
and understand that the individual will be responsible for his/her 
own transportation: (Before listing, check with Doctor to be sure 
he/she accepts Workers 1 Compensation cases.) 

Name of Physician (please print) 



Telephone Number 

Copies of this torm will be kept in the Career Assessment and Placement files and 
at the training site. 



Signature Date 
(Parent or Guardian, if under 18 years of age) 
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A JOINT VENTURE OF 

Whlttler Area Cooperative Special Education Program and Whittler Union High School District 



9401 South Painter Ave. 



Whittler, California 90605 



(213) 698-8121 



MEDICAL TREATMENT FOR TRAINEES INJURED 
WHILE IN WORK EXPERIENCE OR OCCUPATIONAL TRAINING 



Dear Employer: 

All trainees that are placed in work experience or occupational training through the 
Whittier Union High School District's Career Assessment and Placement Center are 
covered by the District's Workers' Compensation Insurance under the provisions of Labor 
Code Section 3368 and Education Code Section 51769. In the event of an on-the-job 
injury, the trainees under your supervision should be sent to the following medical clinic 
for treatment; unless you have a signed statement authorizing treatment elsewhere: 

Presbyterian Intercommunity Hospital Emergency Dept./Industrial Medicine 
12*01 East Washington Boulevard 
Whittier, CA 90606 
(213) 698-0811 

CALL 3111 Keri at the Career Assessment and Placement Center (213) 698-8121, ex ,nsion 
307) or Carleen Fiske in District Personnel (698-8121, extension 285) BEFORE sending any 
trainee for medical treatment. They will, in turn, notify Presbyterian that the trainee is 
enroute for medicad treatment. 

The Career Assessment and Placement Center is to be notified the next working day if an 
injury should occur during the evening or weekend hours. 

In case of EXTREME EMERGENCY (loss of consciousness, extensive bleeding, shock, 
poisoning, badly broken bone) send the trainee (by ambulance if necessary) to Presbyterian 
Emergency. Call Jill Kerl or Carleen Fiske when they are on their way to the hospital. 

Immediately after being treated, the trainee must complete the "Claimant's Report of 
Injury/Illness" form; and the supervisor the Supervisor's Investigation Report. Send these 
forms, along with any paperwork the doctor/clinic may have given the trainee to Jill Kerl 
at the Career Assessment and Placement Center. She will then be able to complete the 
District Workers' Compensation paperwork. THIS MUST BE ACCOMPLISHED WITHIN 
THREE DAYS FROM THE DATE OF THE INJURY. 

Your prompt attention to these procedures is greatly appreciated and will avoid numerous 
problems with our insurance carrier. Thank you for your assistance. 




Dan Hulbert 

Rehabilitation Services Administrator 



DH:jk 



Enclosures 
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Dan Hulbert, Rehabilitation Services Administrator 



T-2 
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WHITTIER UNION HIGH SCHOOL DISTRICT 
Whittier, California 



FROM: Business Assistant 

SUBJECT: Workers' Compensation Insurance Coverage 



Whittier Union High School District is self-insured for 
workers' compensation insurance liability. 

Students in work experience or occupational training 
programs are covered L>y the school district under the 
provisions of Labor Code Section 3368 and Education 
Code Section 51769. 

Labor Code Section 3368 establishes a statutory 
Workers 9 Compensation liability for work experience 
program participants; when the trainer does not pay 
the trainee a cash wage* the Workers 9 Compensation 
liability shall rest with the school district. 

Education Code Section S1769 - Notwithstanding any 
provisions of this code or the Labor Code to the 
contrary, the School District or County Superinten- 
dent of Schools under whose supervision work-experience 
education, or occupational training classes held in 
the corrtunity, as defined by regulations adopted by 
the. State Board of Education, are provided shall be 
considered the employer under Division 4 (cornnendng 
with Section 3200) o f the. Labor Code oYpersons 
receiving such training unless such persons during 
such training are being paid a cash wzge or salary 
h y a prtvate employer, or unless the person or 
firm under whom such persons ace receiving work 
experience of occupational training elects to 
provide workers compensation insurance. 



Monica P. Daan 



MPD:rr 
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PRESBYTERIAN INTERCOMMUNITY HOSPITAL 



Industrial Injury Information 



I. PATIENT INFORMATION 



Name of Patient _____ Age 

Patient's Home Address 



Patient's Home Phone Social Security No. 

II. EMPLOYMENT INFORMATION 
Patient's Job Title 



Employer Name: WHITTIER UNION H.^H SCHOOL DISTRICT 
Employer Address: 9401 S. Painter Ave., Whittier, CA 90605 
Employer Phone: (213) 698-8121, Ext. ?89 

Was Employer Notified of Injury? 

Address Where Injury Occurred 



III. INJURY INFORMATION 

Date of Injury Time of Injury AM/PM 

Fitient brought in by 



Treatment authorized by _________ 

Part of body affected by injury 

Any previous examination for this injury? If so, by whom and where. 



Any pre-existing condition? 



Patient statement of injury 



Industrial Carrier: 



First day off work 
9 First reoort sent 

ERIC 
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COLEN AND LEE 
1930 S. Brea Canyon Rd 
Suite 100 
Diamond Bar, CA 91765 
Return to work 
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Final report sent 



U 



"WHITTIER UNION HIGH SCHOOL DISTRICT 



Full name. 
Address 



CLAIMANT'S REPORT OF INJURY/ ILLNESS 
Telephone No. ( ) 



street 

Social Security No. 



city 



Department in which regularly employed. 



Date of injury 



Where did the accident occur? 



What were you doing when injured?. 



state 
Job Title 



Time of day 



location 



zip 



am/pm 



How did accident occur? 



Object or -substance that directly injured you 
Nature of injury and part of body affected 
^Who witnessed the accident? 



Did you report your injury and to whom? , 

Did you seek medical attention? If so, name of physician 

( ) 

Physician's Address city zip area code phone no. 

Did you inform the physician that the injury/illness was work related? 



Were you unable to work after injury? 

Hav» you returned to work? 

yes 



Date last worked 



/OR 



yes 

Date returned 



no lost time 



No, still off work 



When did you last see.a doctor before your present injury/illness?. 
What did you see him for? 



What is his name and address? 



Make any remarks yoa.care to regarding your claim. 



Date 
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Employee Signature 



COtEN AND LEE 

1930 S. Brea Canyon Rd. 

Suite 100 

Diamond Bar, CA 917*5 



SUPERVISOR'S REPORT OF INJURY 

EMPLOYER SUPERVISOR 

INJURED EMPLOYEE JOB TITLE 

DATE TIME_ LOCATION 

NATURE OF INJURY 

WHAT HAPPENED 



NAME AND ADDRESS OF WITNESSES 



CONDITIONS OR EQUIPMENT INVOLVED 



UNSAFE CONDITIONS NEEDING CORRECTION 



EMPLOYEE TRAINING NEEDED? 

PERSONS OTHER THAN* EMPLOYEE INVOLVED 



EXPLAIN 



EQUIPMENT OTHER THAN EMPLOYER'S INVOLVED 



EXPLAIN 
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PLEASE RETURN TO JILL KERL OR ADMIN. SECRETARY, PERSONNEL 
WHITTIER UNION HIGH SCHOOL DISTRICT 
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9401 South Painter Ave. • Whittier, California 90605 • (213) 698-8121 
Dan Hulbert. Rehabilitation Services Administrator 




The Career Assessment and Placement Center would like to thank you for 
calling in your employment job order requests to our Placement Center. 

Our Program is designed to selectively place "job ready" individuals based on a 
comprehensive vocational evaluation, screening, and appropriate placement 
development* We are, therefore, not always able to compliment your 
employment need immediately, and in striving to maintain, a high success rate 
(both satisfied employers and employees), we will not send our applicants to 
interviews that are inappropriate just for the sake of "shuffling warm bodies" 

'We appreciate your willingness to assist us in our efforts in placing the 
disabled, and encourage you to continue communicating your employment 
opportunities* 

Sincerely, 



Job Development/Placement Specialist 
jk 



9 
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JOB CLUB REFERRAL FORM 



Date: 



Referral Source: 



Name: 



_ Age: 



Address: 



Telephone Number: 



School: 



Teacher: 



Transportation: 



Hours Available For Work: 



Previous Work Experience: 



Client's Work Objective: 



LEGEND: 

White - Central 
Yeilow - Placement 
Pink - Referral Source 




CAREER ASSESSMENT AND PLACEMENT CENTER 

9401 SOUTH PAINTCR AVCNUC • WHITTItA, CA tOCOS • «• 

OAN HULSCKT 

*tWA«IUTATIOM StUVtCCS AOMINUTWaTO* 

TO: Accounting Department DATE: 
FROM: Dan Hulbert 

BILLING FOR SERVICES 

Please send an invoice for the following: 
Person or Company to be billed: 

jj ame . Tom Thomas and Associates 

Address: 123*5 America' Street, Los Ang eles 90C22 

Phone ff: 385-7986 

Client who received services ; 

Name: Janine Smith . 



Address 
Phone # 
Claim § 
Employer: 



3939 Star Avenue, Los Angeles 90022 



384-7986 



'9999888 



Musical Chairs Inc. 



^ - . 5/9/80 

Date of Inaury: 0/ ' 

Client referred by: 

Name: 



Tom Thomas 



Address : 
Phone #: 



Sdme as above company to be billed 



„ „ , , 'Job Preparation, Development S Placement 

Services Rendered; r 1— 

- ^ a • May 1, 2, 3, 4, 8, 10 

Dates of Service: ' ' * ' ' 



Total Number of Days: Six (S * 



AMOUNT TO BE BILLED: $300,00 
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THE CLOSURE FORM (FOLLOWING PAGE) IS AN 
AVENUE AND "TOOL" THAT PLACEMENT SPECIALISTS 
CAN USE TO EITHER INITIATE A RESPONSE FROM 
A RELUCTANT CLIENT (PARTICIPANT) OR TO 
INDICATE ADDITIONAL EFFORTS MUST BE TAKEN 
PRIOR TO SUBSTANTIATING FURTHER PLACEMENT 
ACTIVITY. 
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CAREER t&E$9tetfT 
@ PLACEMENTOENIER. 

9401 South Painter Ave. • Whittier, California 90605 • (213) 698-8121 
Dan Hulbert. Rehabilitation Services Administrator 

Name: 

Address: Date: 

City, State, Zip: 



CLOSURE REPORT 

Employment Preparation, Job Development, 
and Placement Services 



Dear 



The iteir(s) checked below indicates the reason the Employment Preparation, Job 
Development, and Placement Services cannot assist you at this time. If your circum- 
stances change, and you feel you can benefit from our services, you may request a review. 



You have missed three scheduled appointments. 



You have requested that our services be terminated. 



You have not made reasonable efforts in carrying out the the Employment 
Preparation, Job Development, and Placement Activities. 

OTHER 

Explanation: 

If you have any questions concerning this report, please contact this office at 698-8121* 
Ext. 27*. 

Thank you. 





ERIC 



Job Placement Specialist Legend: 

White - Client 
qoo Yellow - Central 

000 Pink - Referral Source 
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